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OHAP,lER. I 
STATEMENT OF THE PROBLEM 
Many phases of seeondar,r education and coll~ge education have 
been evaluated in recent years. Many different techniques and instru-
ments have been utilized for this purpose. Relatively few attempts 
have been made to evaluate the elementary school as a total unit, and 
practically no instruments have been constructed for evaluating the_ 
elementary-school staff and administration. As one approaches the 
higher level occupations, and particularly tho~e with administrative 
duties, it is interesting to note the paucity of evaluation research. 
1. The Problem 
Statement of the problem.- The purpose of this study is (1) 
to develop an instrument·. to evaluate the elementary-.:.. school staff and 
- administration;·. and (.2) to. validate the instrument by submitting it 
for correction and ratificatioB to a jury of experts recognized as 
authorities iB the field of elementary-school administration. 
2. Relation to Element&I7 
Education Group Research Project· 
This study" has been made as ~ part of an Elementary Educa-
tion Group Research Project engaged in the development of an instru-
• ment to evaluate all aspects of the elementary school. The participating 
-1-
• 
• 
group consisted of twenty-five master• s students at lhston University 
selected to develop separate sections of an Evaluative Criteria for 
an Elementary School patterned after the Evaluative Criteria of the 
Coop~rative study of Secondary School Standards. The following were 
selected for participation in the development of the different sections 
of this instrument: 
.B--Pupil Population and School Connmmity •••••• Mr. Harold West 
C--Edueational Needs of Children ............... Miss Vera Thurston 
D--The Currieul.um. •••••••••••••••••••••••••• •• Mr. Edward Cunningham 
D-~1--~erience Centered Program •••••••••••• Miss Carolyn Eaton 
D--2--Arithmetic. o••••••••••••••"•••••••••••• Mr. Arnold Checci 
D--3--Arts and Crafts •••••••••••••••••••<>••• Miss Esther Sullivan 
D--4--Handwriting ............................ Miss Mar,r Marr 
D--5--Health and Safety ...................... Miss Mary Vallario 
D--6--Kindergarten ............................. Miss Mary lhylan 
D--7--Literature and Poetry .................. Miss Mary Corcoran 
n--a--MUsic ••••••••••••••••••••••••••"•"•••• Miss Charlotte Fellman 
D--9--0ral Language .......................... Miss Allison Forshaug 
D-IG--Physical Education ..................... Mr. Merrill Bergstrom 
D-ll--Reading •••••~·•·•••••••••••••••••••••• Miss Mary Walsh 
D-12-Scienee •••••• • ~: •• • • .;. • •••••••••••••••• Mr. Paul Dumont 
D-13--Social Studies ·•·••~···••••••••••••••• Miss Alice Lenaghan 
D-14--Speech •••••••••••••••••••••••••••••••• Miss Kathleen Harrington 
D-15--Speliing ••••••••••••••••<>•~••••••••••• Miss Adele White 
D-16--WTitten Language ••••••••••••··~··••••• Miss Marie Loughlin 
E--library- Services ••••••••••••••••<>••••••••• Mr. Daniel Gibbs, Jr. 
F--Guidance Services ••••••••••••••••••••••••• Mr. stanle.y English 
G--School Plant •• ~••••••••••••••••••••••••••• Mr. Wayne Roberts 
H-School staff ani Administration • • • • • • • • • • • Mr. Francis P. MeGee 
I--Data for Individual staff Members ••••••••• Mr. Clyde Nason u.d 
Miss Freida Collins 
8. Importance of stuccy-
During the past 25 ;rears li1BllJ'" changes have taken place in the 
social and economic structure of the .American way- of life. A review 
of recent literature reveals that man;y resulting changes have taken place 
in the status and procedures of public-school educatiom and public-school 
administration. Developments in educational theory and practice are 
2 
• 
creating many pertinent questions regarding the organization and admin-
istration of· elementary-school education. Accordin.g to Henry otto, 
"It seems apparent that if the elemen.tary school is to 
.fulfill properly the functions which have been delegated to 
it, its organization and administration must be responsive 
to the findings of educational research and the changing 
conceptions of modern education .••••• At every turn the 
administrator must exa.min.e critically the organization of 
his school and the admiaistrative policies and practices 
applied therein with a view toward the adjustment of the 
organization so that it may facilitate to the maximum 
the applica!:-i,oa of modern educational theories and 
policies." Y · 
y 
Franci~ H• Hom says that present developments in education call 
for a little soul-searching on the part of schools; that· eaell school 
-=sx,stem should. take stoek of itself and see clearly what it has been 
doing and ought to be doing. 
One of the primary duties of an~ school or sehool a.dministratio»t 
is to continuously study itself in terms of current educational re-
search and practice in the field. The 28th Yearbook of the American 
-Assoeiatio• of Scho~l Administrators cautions of the importance and 
I . . 
necessity for periodic school cheek-ups: 
"ETal.uation is, and of necessity must be; an inte-
m:al part of the total &choo'JJ program. • ••••• ETery 
z;1ementary schoo!l program needs careful examination 
and. redirection from time to time to keep it in step 
with educational and social changes. • •••• The admin-
istrator needs :to bear in.:' mind that _the general public 
!fHenry J. otto, Elementary School Organization and Administration, 
Appleton, Century, Crofts, Inc., New York,· Second Edition, 1944, 
P• 15. 
y'Francis W. Horn, "Schools Under Survey, tt School Executive, April, 
1948, pp. 3S-40~ 
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~s constantly appraising th~ JWOrk of the schools either 
correctly or incorrectly." .21 
5I 21 -
.Both Reavis and MeNally- agree that if the school employ-ee is to 
do his job better and if improvement in our educational program is to 
result, evaluation is a necessary-~aspect of a school program. 
~dern elementar.y school evaluation should differ from tradi-
tional evaluation tn providing opportunity- for cooperative partici-
pation by experts and lay people as well as school staff members them-
selves. Furthermore, it should be scientific in its approach and en-
deavor to eliminate off-hand, inaccurate and oftentimes emotional 
judgements. 
,:Various means and methods have been used in evaluating our 
public school programs. These have ranged from the off-hand impres.... 
sions and casual. observations to, in a few cases, carefully applieci 
neasurements. Fran the point of view of the administrator the problem 
is to nrlnimi.ze or replace the off-hand and casual appraisal, and sub-
, y 
stitute mre objective methods. Hagman suggests a 'rating-scale' 
YColliDission on Public Relations for America's Schools, American Asso-
ciation of School .Administrators, Public Relations For .America's 
Sehools,-TWe-nty--:Eighth Yearbook, 1950, N.E.A., Washington 6, D.o., 
p. 251. 
WWilliam C. Reavis, (Editor) A Survey of Progress, Problems·, and Needs, 
Educatioi1al Administration, Vol. IX, University of Chicago Press, 
Chicago, lllinoi s, 1946, p. 46. . 
2/Harold J • McNally-, "Evaluation - Of What? For What?'' Educational 
Administration and Supervisio:J:1, Jan:u¥"y, l.94'J, Vol.- .XXXV, Warwick ancd 
York, Inc., Balti.m:>re, Md. PP• 30...41t. . . · 
!/Harlan F. Hagman, The Administration of American Public Schools, 
McGraw-Hill Book Co., _New York, 1951, pp. 404-.5. 
• 
• 
as an objective-approach to appraisal. Such a rating-scale devised to 
appraise each activity of the administrator would not only allow an 
observer to say with certainty - so DDJ.ch is good, and so much is poor -
but also allow the administrator to score his own achievement. In 
. either event, modificatim and improvement of administrative procedures 
might result. Objective methods based on research, conducted in a 
scientific way and through the. use of scientific tools, provide aecu-
' 
rate evaluation, and in addition make possible both short .... and long-
range planning for growth and improvement of a school or a school 
. . '11 . . 
system. · · 
The school survey seems to be the fairest and the most. objec-
tive, scientific, -and acceptable method of evaluating a school or its 
. y 
administration. Reavis · believes that the school survey was developed 
as a specialized device expressly for school administrators, and re-
connnends not only that it be used, but that further attempts be made 
. y .· !Q/ 
to refine and improve it. · Caswell, and Koos refer to the many-
ber,J.eficial changes that have resulted £rom the use of the school sur-
vey •. 
1/Arthur B. Moehlman, School Administration, (Second Edition), Houghton-
Mifflin Co., Boston, 1951, P• 98. 
~illia.m c. Reavis, op. cit., p. 46 • 
.2/Hollis L. Caswell, City School Surveys, Teachers College Contribution 
to Education, No • .358, New York, Teachers College, Columbia University 
1929, p. vi-1.30. . 
.. !Q/Leonard V. Koos, ttThe Fruits of School Surveys," School and Society, 
(January, 1917), Vol. V, P• 40. 
5 
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The many types bf surveys that have been used for the apprais-.-
a1 of th!' _ d;i.fferent aspects of schools are classified by Edgar L. 
w 
MQrphet as follows: 
4-• ~veys by groups concerned with various aspects of 
organization resulting in the filing of comprehen-
sive reports for publication. 
2. Surveys by educational experts • 
.3. Surveys by lq-groups, often times with economy- and 
expense-curtailment as the main objectives. 
4• Self-surveys by educational groups. 
5. Cooperative Surveys. 
Of ttese types, the cooperative-survey appears to be the most 
satisfactory of the surveys and the one which has resulted in the 
greatest educational improvement. In this type of survey provision 
:i_s made for lq-citizens, educators in a particular system, and edu ... 
csa.tors and educational experts out of the system to work together in 
P.lanning and carrying out the study~ evaluation of a school system 
~r of a particular school. Morphet believes that the cooperative 
~rvey avoids the limitations of self-study, and also avoids the 
],:imitations of a survey by experts. It provides a basis for under-
~tanding and cooperation on the part of lq-ci tizens that is not 
!ll 
provided where tba study is carried on by educators alone. Reavis 
gv'~gar L. Morphet, "Types of Periodic Surveys, n School :Ex:eeuti ve 
. (April, 194-S), Vol. LXVII, PP• ll-14. 
!Y,Ibid., P• 13. 
D/William c. Reavis, op. cit., P• 54. 
\ 
6 
I 
II 
--, v 
·-
·., 
predicts that the cooperative-survey type of appraisal will become an 
indispensible aid to effective school administration in the future. 
He summarizes the case for the use of eooperati ve-school surveys in 
the following: 
"A program of cooperative planning, initiated by the 
board and the superintendent in behalf of better schools, 
and undertaken with mutual good will by local officials 
and outside specialists, is an exercise in team play which 
is a credit to modern democratic organization. • •••• This 
is the kind of study which is likely to make a direct con-
tribution to the welfare of children, and it is a study 
which no adndnistrator need fear. • • • • • One of the great-
est advantages of the cooperative type of school survey is 
that /jeneficia:!/ changes resulting from its recommenda-
tions do not have to wait until the publication of the re-
port. • •••• It is not claimed that such benefits can come 
only from a cooperative type school survey. It is believed, 
hol'rever, that they are more likely to result from. such a 
survey - and to a_ gz;7eater degree - than in the traditional type of survey.u W 
!2.1 
Hagman points out that the organizational pattern developed 
for 8IlY partieular school or school system should come about through 
the caret'ul study of the meeds of the system by the school personnel 
cooperatively• The cooperative-type survey supplies a basis for just 
such cGoperative stuQy-. 
Jj/ 
For the administrator 1 Reavis points out that the coopera-
tive survey-type appraisal is an antidote to lethargy, a precaution 
against imbreeding of ideas, a stimul.ant to statesmanship, and a 
1!!/;Loc.Cit. 
!.2/Harlan F. Hagman, op. cit., P• 94. 
!2./WUliam c. Reavis, op. cit., p. 59. 
? 
!11 
method of administrative planning. For the staff, he claims that 
it provides motivation for the working out of its o'Wil. plans for change 
and improvement. For the surveyors as well as for the surveyed, it 
provides much that is l«>rthwhile, when conducted free of any hint of 
w 
investigation. 
!!J./ ~right stone decries the absence of easy-to-use and in-
expensive evaluation instruments available to all elementary schools. 
He urges the continuation of efforts to devise evaluation instruments 
that are less elaborate and less expensive. 
~ speaking of means of evaluating the effectiveness of a 
school's orgcnization, the .Editorial Committee Comment of the 16th 
Yearbook suggests that 
~Perhaps the most satisfactory approach is to (1) 
.study the forms of organization which are in use or . 
have been used in the past; (2) set up criteria based 
upon accepted educational objectives and upon compe-
tent opinion as to the probable contributions of 
various elements of organization to the attainment of 
these objectives; and (3) judge carefully the extent 
to which local organization meets the criteria. set up. 
Specially constructed check .... l~~s ••••• will be helpful 
in making aueh judgements.n ?:!:!! 
.In speaking further of administrative and supervisory techniques, 
.llfHarlan F. Hagman, op. cit., P• 94 • 
. ~liarn c. Reavis, op. st., P• S2. 
!2/J. W~e Wrightsta:ne, Encyclopedia of Educational Research, 1950. 
gQ/Ed.ito rial Committee Conment, Nati,onal Society of Elementary School 
Principals, Appraising the Elementary School, Sixteenth Yearbook, 
1947, Vol. XVl, PQ 254c 
8 
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.the Editorial Gomm.ent Committee suggests that it is necessary to 
resort to some subjective judgement based on goals to be achieved, 
e'. the: history of various way-s of administering and supervising a school, 
and the rea~tions of teachers, puplls, and parents to the methods used 
locall7• 
.Of the cooperative-planning type of survey-, the Evaluative 
~ , .... 
Criteria for Secon:ilary Schools appear to meet the qualifications 
neeessaxy :tor a good elanentar.r schoGJ. evaluation instrument to a 
degree greater than in other ty-pes. This type instrument provides 
oppol'tUDi.ty- far experts, achin:istrators, staff members, and lq people 
to take some part in its constru.ctio:ra, adaptation, or use. Self-
improv~ent, and group planning for the use of the results, are the 
two most notable f.eatures- of this instrument • 
. The general use, ·wide acce}:tanee, and favorable comment 
throughou:t- the country- concerning the Evaluative Criteria recommend 
it highly" ae a procedure which could, after revision, be adapted to 
the evaluation of an elEmentary- school. The stimulating affect on 
secondary schools of America resulting from the use of Evaluative 
w 
Criteria is spoken of b7 J.G.l1mstattd. The extensive changes 
made and planned in seeond.a.ry schools resulting from the use o:t 
". 
W!!!!uative Criter.ia, 1950 Edition, Cooperative study of Secondary 
School Sl:illl.dards, Washington, D.O. 
gJ/J.G.l1mstattd., Evaluative- ·Oriteri~ in the Scnthern Association, 
NatiQlal Association of SecQ'ldary' ... Sehool Principals' Bulletin, 
Department N.E.A., Vol. XXVI, No. '106, (April, 1942), P• 78. 
9 
/() 
. 
Evaluative Criteria is reported in. the :Bllletin of the National Asso-
W 
eiation of Secondary-School Principals b.r James F. Baker. Aecord-
62/ . e ing to a report b.r R.D. Mathews, the consensus of opinion of fifty 
schools in the Middle States Association of Colleges and Secondary 
Schools is overwhelming~ enthusiastic about the validity and success 
in using Evaluative Criteria in secondary schools. In speaking of 
practical action resulting from cooperative studies, George E. 
g§J 
Carrothers mentions attempts that have been made to adapt this 
instrument to junior high schools~ He also refers to the interest 
and need of developing criteria for use in the elementary schools. 
In view of the foregoing, the need for an instrument for 
evaluating the elementary school staff and administration patterned 
after the Evaluative Criteria for Secondary Schools is certainly re-
cognized. The following summarizes the justifications for the con-
struction of such an instrument: 
1. Many aspects of elementary school education, including 
administration, have undergone change and revision in 
recent years. 
2. FJ.ementary education, including administration, needs 
periodic evaluation. 
~James F. Baker, Evaluative Criteria Results, National Association 
of Secondary-School Principals• Bulletin, Department N.E.A., 
Vol. XXXV, No. 181, (Nov., 1951), P• 96. 
~.R.D.Mathews, The Middle States Association and the Evaluative 
Criteria, National Association of Secondary-School Principals• 
Bllletin, Department N .E.A., Vol. XXVI, N0 • 106, (April, 1942), 
PP• 7-22. 
~George E. Carrothers, Q.ooperative Study in Action, ~., Vol. 
XXVI, PP• 2.3-38. 
10 
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3. Eval.uati<n instrumEnts and techniques must be modern 
and acceptable. 
4. The most acceptable evaluation procedure is the 
cooperative-pla~ning survey type. 
5. The Evaluative Criteria for Secondary Schools has met 
with wide acceptance througpout the country,. 
6. A modern, acceptable instrument for evaluating the 
elementar.r school staff and administration should be 
constructed. 
7. Such an instrwnent should be patterned after the 
Evaluative Criteria for Secomary Schools and as such 
could be used in the evaluation of the total twelve-
year educational program. 
-Recognizing the trends and accomplishments in the field of 
elanentary school administraticn, and using these as a guide, the 
problem of this study was to develop an instrument for evaluating 
the elementar.r school staff and administration, patterned after the 
Evaluative Criteria for Secon:iary Schools·, which might be of use to 
elementary school administrators (1) in evaluating their success in 
meeting the ~ administrative challenges, (2) in developing a 
pattern of administration whidl would be truly adequate to the needs 
of the children of a modern elementar.r school, and (3) in stimulating 
professional growth and improvement. 
---=-=-=-=-=it== 
11 
,CHAPTER II 
!1EV1Ji,W OF RESEARCH 
Sou.rces of criteria.- The criteria included in this instrtt-
ment consi.st of specific statements indicating desirable conditions 
and procedures in the area of elementary school staff and adJn:l.nistra-
tion. No attempt was made by the author to trace to its ultimate 
source each of the conditions, }rO eedures, techniques, or require-
me:ats as exlX'essed. in the statements of the criteria selected. Many 
of these were suggested in the writings of au.thorities in the field of 
el.EIIuntary administration. Some came from other educational and 
scientific literature. others came frcm discussion with people in 
the field of elem.Eiltaey educat:!Dn; some fran the author's own experi-
ence of six years o£ elementa.r:y administration; and still others were 
suggested by" the 1950 Evaluative Criteria • 
. In the construction of this instrument, a Sllggestion by 
11 
Reavis was followed, that consideration be given to the effect, 
both immeciiate and eventual, which these conditions would have on 
the school children. Consideration was also given to such current y 
sc.lx>ol a:iministration problems which are listed by Reavis as the 
!/William c. Reavis, (Editor), A Survey of Progress. Problems, and 
Needs., .Educat~nal .Administration, Vol. IX, Universit:y of Chicago 
Press., D.linois., 1946, P• 202. 
y0p. c:i.t ., P• 210. 
J <'y 
I :~ 
following: 
1. The need of obtaining theoretical knowledge and 'know 
how1 of current advances of educational administration. 
2. The need for maintaining improved working relations 
between schools and school men on the one hand and 
centers of leadersh~p ~ educational administration 
on the ·other • · 
~. The need of conducting adequate colD!JlUilication within 
a school. 
4. The need of acquiring close articulation between 
schools and other community functions. 
5. The need of developing a comprehensive theory of 
education from Which a truly comprehensive_pattern 
of administration nd.ght be deduced. 
PhilosophY of elementa;r administration.-- Recent books, 
literature, and practices indicate that liiallY changes have taken 
place during the last twenty-five years in school administration. 
The trend has been away from arbitrary, authoritative administration 
toward a modern type of a.d.m:in:istration which embraces the utilization 
of the assistance, training, experience,- and ·counsel of the subordinate 
staff in the eatablishlnent and carrying out of policies, plans and 
school regulations. MOdern administration recognizes that teachers 
Who are in direct contact with children are the best qualified to 
decide upon the most economical and effective school procedure. It 
recognizes that most modern school staff personnel are in a position 
to know 'what it is all about 1 , and that their contributions to the 
planning, doing, using and judging are as important as those of the 
administrators. In reporting on recent trends Reavis says: 
"The pattern of administrative relationships which 
3 
0; 
.ltas 'been developing in recent y'ears ••••• has certain 
distinctive characteristics: (1) the trend in a.droinis-
trative concern is away from emphasis upon management 
and toward emphasis upon pupil needs and their meaning 
for administration: (2) the trend is away from a formal 
pattern of administration and toward a .flexible.and 
adaptive design; (3) the trend is awa:y from imitation 
as the basis far administrative design and toward an 
experimental problem-solving approach to administration; 
{4) the trend is away from pure empiricism as a basis 
of administrative design and toward the development of 
a social and educational theory from which hypotheses 
regarding desirable administrative way-s can be de<iuced 
which can then be tested in practice as any hypothesis 
is tested; (5) the trend is awq from the fragmentation 
of educational activities and toward unification, on 
the level of both theory and practice, o:t services for 
young people both in school and out." Y 
Successful school administration depends upon the special 
:.· ··. · training, experience, ac.d understandings of the administrator. It 
!il 
.~.' 
has been pointea out that the administrator must have desirable 
personal characteristics which might include such factors as good 
physical health, mental stability, md alertness. He must be agree-
able, understand people, and at all times courageous and vigorous. y ·-. 
According to Hagman the joP-readiness of the administrator is the 
key to the success of a school in accomplishing the ends of its educa-
tional. activities. The job-readiness of the administrator embraces 
his preparation and his growth in-service. 
i/William. C. Reavis, op. cit,, p. 213 • 
.2/Harlan F. Hagman, The Administration of American Pubi1ic Schools, 
McGraw-Hill Book Co., 1951, New York, p. 391. 
.4 
The National Conference of Professors of Educational Admin-
2/ 
istration lists the following as necessary preparation for the 
~ good school administrator: 
1. A broad general education. 
2. A :fundamental professional preparation. 
3. Understanding of the specific skills required to organize 
groups of people for the recognition, study, and solution 
of their problems in a democratic manner. 
4. The command of a wide assortment of specialized pro-
fessional skills and techniqnes. 
As a result of a survey of traits of 419 widely known and presumably 
'1/ 
successful American school administrators, Shannon listed the 
following ten traits as requisite for success in school administration: 
(1) Leadership, (2) Intelligence, (3) Professional up-to-date-ness, 
- - . 
(4) Religiousness, (5) Organizing ability, (6) Activeness, (7) Expres--
·-
siveness in writing, (~) Vision or foresight,· (9) Industriousness, anci 
(10) Courage. y 
Hagman lists ability, readiness, and dlsposition to meet 
obligation as most essential to elementary school administrators. 
iJReport of the Second Work Conference, Educational Leaders - Their 
Function and Preparation, National Conference of Professors of 
Educational Administration, New York, 19~, PP• 36-3~. 
2/J.R.Shannon, ••T"'raits of School Administrators, tt School Executive, 
Vol. !XVII,_ No. ··7 (March, 19~) P• 31. 
YHarlan F • Hagman, loc. ei t. 
15 
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.Carrie Peterson suggests four administrative procedures as helpful 
in increasing the efficiency of a school administrator's practices. 
These four procedures are (1) careful studying of each teacherts 
problems; (2) giving special help to inexperienced teachers; (3) ex-
pressing confidence in the staff and giving teachers recognition for 
their accomplishments; and (4) letting teachers share in the solution 
of administrative problems. 
The Commission on Teacher FAucation describes the quality of 
teachers whom we must have in our schools of the future. To this 
author, the Commission's description admirably expresses the exact 
qualities required by administrators as well as staff members of our 
modern elementar.y school: 
liThe nation risks its entire future if it entrusts its 
children to the charge of men and woman who are not intel1-
gent, not infor.Jll._ed,-not skillful, not democratic, not de-
voted to ;roung people and to their own calling. The nation 
needs teachers lho are superbly fitted to their important 
task. It need.s teachers whose native gifts have been 
highly developed through sound general and professional 
education, whose knowledge is accurate, extensive, and in-
creasing. It needs teachers who like, and are liked by 
children, who understand how children grow.and develop, 
who know how to guide ~e.aming...... It needs teachers 
who live in the world as well as in the school and in the 
classroom, and who function as good democratic citizens 
in all these situations. And it needs teachers who love 
their work, who are skill.:tul in evaluating for themselves 
how effective they are in discharging their duties, and 
who are continuall.;y increasing their s:!;~'f;ure as persons, 
cd.tizens, and professional workers." W 
2/.~r.ie Peterson et al, The Administrative Practices Which Increase 
Staff Efficiency and Morale, The National Elementary Principal, 
Vol. XXII, No. 1, (Oct. 1942) P• 49• 
- !QjA Final Report by the Commission on Teacher Education, The Im.brove-
.ment o£ Teacher Education, .American Council on Education, l94 • -
Washington, D.O., P• 247• 
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In speaking of the responsibility of the principal to the 
. gj . 
entire educational system, Cubberley cl~s that every principal 
should be made to understand clearly that he is not only directly 
responsible for the success of administrative policy in his parti-
cula.r school, but that he is also in part responsible for the general 
success of such policy throughout the whole educational organization 
a.s well. 
Organization in the elementary school.-- Organization of a 
·, 
school i.s considered as that phase of administration in which the 
principal arranges in an efficiently working whole all the elements 
w 
which compose the school. These elements consist of (1) the 
school plant and its equipment, (2) the units of t.ilne devoted to in-
struction, (3) the curricula., (4) the educational staff, (5) all other 
school employees; and (6) the student personnel. An effective admin-
istra.tio~ should minimize the time devoted to administration and 
clerical activities. Organization is the most i.mporta.Iil.t phase of the 
administration of the program. 
·ut 
Moehlinan views organization as the structure or framework 
within which teachers, pupils; supervisors, and others operate to 
carry on the activities of the school. The function of organization, 
J:l!Elwood P. Cubberley, Public School Administration, Houghton Mifflin 
Company, 1929, Boston, p .. 2~5. 
WGeorge c. Kyte, .The Principal At Work, Ginn and Co., Ihston, 1941, 
P• llO •. 
!2/Arthur B. 14oehlman, School Administration, Houghton Mifflin Company, 
. Boston, 1948, p. 123. 
7 
he· se_vs, is to set the stage, t:nd to facilitate the application in 
the classroom of the kind of education one desires for children and 
. w 
the method. whereby children me.v get it. He believes fUrther, 
I that; the elenu:ntar:r school mould be organized and administered in. 
!if 
the manner that best serves its democratic purposes. Kyte sqa 
that a well-grour:ded organization in order t0 be sound, is built 
upon three major bases: (1) an acceptable educational phil,sopby, 
' ' (2) an analy'sis of pertinent condi tiona, and (3) cooperative planning. 
'., 1!1 . 
Most autbori ties agree with Grace that organization and adminis-
trative arrangenents do not possess corporate existence as an end in 
themselves but exist to carry out a pu.rpose, a pc!)lic;r, or a plan. 
Stlpervi sion end leadership.- Next to organization, the main 
re sponsibUities of the administrative staff of the elem.entar;r school 
are wperv.l siDn and leadership, categorica11y two apparently 'Separate 
duties, which in practice, hewever, fuze into me. 
Supervision consists of those functions of administration 
lhich plan, provide, organize, contimle, and. evaluate instruction and 
le am.ing. Administrative functions can only justify themselves if 
their accomplishnen t con tr.i.l:utes to the improvement of instruction 
W Arthur B. Moehlman, School Administration, (Second Edition), Houghton 
. ' Mifflin. Company', Boston; 1950, pp; 7r74. 
!i/2E• ci. t., P• J.?-1• 
!§/Alonzo G. Grace, Editor, Le§!!ersbip in Education, Proceedings of 
the Cooperative Conference for Administrative Officers of Public 
abll Private Schools, The University of Chicago, Vol. ll!I, 
University- of Chicago. Press, Ulinoi$~ 1950, P• 76. 
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or learning .,._ the task of supervision .. w Some prominent authorities 
believe modern supervision is leadership and the development of leader-
-W 
ship within groups. Jacobson points out that supervision1 to be 
effective and acceptable1 must be scientific, democratic, and creative. 
He says it is scientific if appropriate means of evaluating the obo-. 
jectives of instruction are used. It is democratic1 if it seeks the 
cooperative efforts of the staff in pl&Uli.ng and carrying out the 
learning e.xperienees fer children. It is creative, if it provides an 
opportunity for each pupil and teacher to grow through the exercise of 
his talents and abilities under expert professional encouragement and 
guidance. 
There is not complete agreement as to what type of leadership 
is best. There is, however, general recognition that evecy thinking 
~dmi.nistrator must find a more satis.faetory rationale to guide his 
l.eadership than has been present in the past. Leadership has been de-
fined as acts by persons which influence other persons in a shared 
- !:!/ w 
direction. Hagman contends that pro.fessional leadership is 
democratic leadership; it is a sharing with many the ideas of ind.iviQ-
ually respected personalities; it is a fostering of democratic process 
WA.S.Ba.rr, William H. Blrton and Leo J. Brueckner, Supervision, 
' (Second Edition), Appleton Century Crofts, Inc., New Yorkf," 1947, 
p. 12 .. 
~Paul B. Jacobson, et al., Duties of Principals, (Second Edition), 
Prentic~Hall, Inc., New Yo~k, 1951, PP• 490-491. 
!2/.Alonzo G. Grace, op. cit., P• 27• 
gQ/Harlan F. Hagman, op. cit.,p. 3. 
by which lay and pr-otessiDnal. people in the eoDID!lmity m~ join in the 
coDBnm concern fer education for the general welfare. He says further, 
that the sebool administrator as a d,eJD:)cratie leader has an obligation 
to help the group discover objectives and :neans worthy of it, to point 
a1t to others of perhaps less perception the v.i sion he has of the pos-
w 
si.bi.lities of Education. The democratic leader m&asures his own accom-
plishments :in terms of gr011p accomplishmEnt; his satisfaction is ob-
tained £rom growth of the group, rather than by the exercise of his 
leaiership. He is a person with genuine fondness for democratic living. 
:J:n reporting on the find.ings of a factor analysis of the dimen-
. gy 
sions of lea.d!tr b eha'ri.or, Grace ccneluded that there were three 
major d:imensions characterizing hi£§1 leadership behavior. These he 
.fouDi to be (1) a maintenance. of membership .£actor - behavior that 
' 
increases a person •s aooe:P;ability to the gr011p, (2) an. objective 
atta:inment factor -- behavior hi.gb. in production attainment, and (3) 
a group interactun facilitation factor - behavior stressing the 
:mechanics of effective interaction of group members. 
Another, and major concern of the elementary- school adminis-
trator as a leader is the development of motivation other than finan-
a:i.al, -mich will encourage all sehool staff members to continue their 
g)/ 
growth indefi.nltely. 
Wlfarlan F. Hagman, op. oi.t., P• 45. 
?:£/Alonzo G. Grace, op. cit., P• 35· 
Z2/WUliam c. ifeav.ls, op. cit., p. 202. 
20 
w 
Hagman summarizes the leadership functions of the principal 
of an elementar,y school as the following: 
1. Leadership in school organization. 
2. Leadership in the improvement of instruction. 
3. Leadership in personnel administration. 
4. Leadership in financial administration. 
5. Leadership in the administration of the physical plant. 
6. Leadership in special school services. 
7. Leadership in the co1IIllllllli ty. 
2:2.1 gy 
Hagman and Cubberley both conclude that, in the last 
analysis, schools will be as good as their educational leadership is 
effective. 
GolDlmllli.ty relations.- Security, that basic human need, sought 
after and vital to all mankind, is f'ound in school as well as out of 
school - in sound human relations. Human relations as a concern of 
school administration necessitate personnel relations of a high order 
between staff members, between pupils, and between staff members, 
pupils, and the community population. Of great importance to the ad:_ 
ministrator is that phase of human relations classified as conununity 
?IJ./ 
relations. It would appear, says Hagman that one of the main 
Wffarlan F. Hagman, op. cit., p. 3. 
lliibid., P• 145. 
~Elwood P. Cubberley, op. cit., p. 295. 
gz/Ibid., P• 333. 
concerns of the democratic administrator is the effective coordination 
and integration of the school and colllllUlPity, through the maintenance 
I 
of satisfactory public relations. The Twenty-Eighth Yearbook of ~he gy 
.American Association of School Administrators defines public re-
lations as a two-way process - as a cooperative search for mutual 
understanding and effective teamwork between the conmnmity and the 
school. Not only are the schools interpreted to the community but 
the community• s wants and needs become important to the schools, and 
measures taken to ascertain community opinion become part of the 
w 
school t s public relation program. In speaking of community re-
2Q/ 
lations based on professional leadership, otto says that, to be 
of significance, they must result in that type of integration in which 
each school carries the responsibility for initiating the activities 
through which wholesome and effective relations come about for keeping 
the people informed about the objectives and work of the school, and 
for developing wholesome attitudes so that satisfying cooperative 
enterprises are possible. 
Success in the direction of good community relations is attain-
able when the principal of the elementary school provides the highest 
type of leadership in the direction of this program .. 
~Commission on Public Relations :for America's Schools, Public 
Relations for .America's Schools; .American Association of School 
Administrators, Twenty-Eighth Yearbook, N.E.A., Washington, D.C. 
1950, p. 10. 
~Harlan F. Hagman, op. cit., p. 33S. 
~Henry J.' otto, Elementary School Organization and Administration, 
(Second ~tion), Appleton-Century-Crofts, ~c., New York, 1944, p.491. 
2J 
other important factors.- Salary, teaching load, and adequacy 
and effectiveness of non-instructional staff are other factors of great. 
importance to the administrator •.. These factors apply to all levels of 
an educational system. Their inclusion in the Evaluative Criteria of 
Secondary Schools reflects the justification, without further research, 
for including them in this elementary school evaluation instrument. 
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CHAPTER ITI 
PROCEDURES 
In September of l95l Dr. James F. Baker, Professor of Education 
at Boston University School of Education and Research Assistant to the 
Cooperative study of Secondary-School standards for the Development of y 
the l950 Edition of the Evaluative Criteria, assembled a group of 
master's degree candidates at Boston University School of Education 
for the purpose of developing an instrument for the evaluation of all 
aspects of education in the elementary school. The format of this in-
strument was to be patterned after the Evaluative Criteria used in 
secondary-school evaluation. Such an instru.lnent could then be used 
to aid in the evaluation of the entire twelve-year educational pro-
gram. 
The accepted plan of procedure required each member of the 
research group to develop and refine a list of criteria for the eval.-
uation of one of the 25 areas into which the group had divided the 
field of elementary education. The steps involved in the procedure 
were as follows: 
l. Developnent of an outline and format for the Criteria, 
and delegation of responsibility for the development 
~!?Evaluative Criteria, 1950 Edition, Co~perative study of Secondary-
School Stai dards, Washington, D.C • 
. -2L!-
) 
of the specific s.ecticns. 
2. Development of the first draft of each section di ... 
V:ided into checklist statements and evaluative 
itens to be criticized by the entire group. 
3. ReV:islon of the first draft and submission to a 
group of specialists for criticism... The special-
ists acted as jury man.bers analyzing the materials 
for furthe r revision. 
4. Development of the second draft and re-subnission 
as necessary to jury members and to research-group 
members for further cr.i.ticisn and final rev.lsion. 
The major areas into wbi.ch the group divided the fielcd of 
elementary education and the oul:,line of the Elem.enta.r.t Evaluative 
Criteria. follow: 
A-Suggestims for Using the Evaluative Criteria 
Bi-Pupil Population and School Community 
C-Education~/Needs of Children 
D-The Curriculum 
Do-l--Experience Centered Program 
D--2--Arithmetic 
D--3--Arts and Crafts 
D-4-Handwri ting 
D--5--HeaJ..th and Safety 
D~O--Kindergarten 
D--7--Literature and Poetry 
~-8-Music 
D--9~-0ral Language 
D;lO--Pbysieal. Education 
D-11-.... Readin g 
D-12;!-Sci en ce 
D-l~Social Studies 
D-14.;.;.-Speech 
D-ls-.-.Spelling 
D-16-Written Language 
E-Libra.ry Services 
F-Girl.dance Services 
r5 
~School Plant 
H--School staff and Administration 
!--Individual staff Member mank 
J--Statistical Summary 
K-Graphic Swnmary-
This report is concerned with Section H, School staff and 
·Administration. The author was delegated the responsibility of devel-
oping this section. In planning the main divisions, subdivisions, and 
check-list and evaluative items to be used 1:£?. this section, the author 
reviewed the re-search in elementary educational administration with 
emphasis on the last ten-year period. From this research about 500 
criteria were selected. These criteria and others obtained from con-
sultation with teachers and administrators in the elementary field 
were then converted tG specific checklist and evaluative items and 
classified under the four main divisions of (1) School Staff, (2) 
Organization and Management, (3) Educational Leadership, and (4) 
Community Relations. 
These tentative materials, so classified, were then sub-
mitted to the research group for corrections, deletions, and sugges-
tions. Insofar as the research group represented a good cross-section 
of the personnel of the el,ementary school, the author· felt that this 
was really the 'acid test' of the validity and acceptability of the 
criteria decided upon. 
From a review of the research, a list of educators promi-
nent in elementar,y administration was also selected to act as jury 
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members.. These jury members were selected for their ability and for 
their interest in, or contributions to, the field of elementary edu-
cational administration. The following jury members were selected: 
1. William H. furton, Director of Apprenticeship, 
_Harvard University Graduate School of Education, 
Cambridge, Mass. 
2. Walter D .. Cocking, Chairman Board of Editors, 
School Executive, New York City. 
;J. Clara G. Dewsnap. Principal. Germantown Friends 
School, Philadelphia, Pennsylvania. 
4• Joseph Lally, Director of Curriculum, Providence 
School Department, Providence, Rhode Island. 
5. Henry J. Otto, Graduate Professor, Elementary 
Administration am Curriculum, University of Texas, 
Austin, Texas. 
6. manehe L. Schmidt, President, Department of Elemen-
tary School Principals, N.E.A. Washington 6, D.C •. 
7. Worcester Warren, Professor of Education, B:>ston 
University, Boston, Massachusetts. 
S. William A. Yeager, Director of Courses of School 
Administration, University of Pittsburgh, 
Pennsylvania. 
A letter of explanation of the purposes of the research pro-
ject and an eval:gation status return form were sent to each member of 
the jury and each was requested to participate in criticiziZJ the 
materials in the· field of SChool Staff and Mmini stration. An 
immediate acceptance to act as a juror was received from each. 
After the corrections, deletions, and suggestions were in-
corporated into the evaluation materials, a revision of the first 
ycopies of these letters are in the Eppendix 
2? 
draft was made and mimeographed. This revised draft was then sent to 
the jury members and again submitted to the research group• Accom-
panying the revised draft sent to the jurors there were enclosed (1) a 
letter thanking them for their acceptance as jury members and request-
ing them to change, delete, or add to any of the material submitted, 
and (2) an outline indicating the other sections of elementary edu-
. 21 
cation that the research group were developing. 
All jurors appeared to·have conscientiously studied the mate-
rials sent to them. Comments a.rxl suggestions criticizing and apprais-
ing the instrument were received from all jurors. I:n the final re-
vision of the criteria the author endeavored to give consideration to 
all suggestions and criticisms made. Criticisms based on the absence 
of certain criteria were not considered if the author knew that these 
criteria were present in the materials of other sections being devel-
oped qy the research group. 
A copy of the final revised draft of the evaluative criteria 
for the school staff and administration was then presented to each 
member of the research group and to each member who served on the 
jury. 
2(Copies of these letters are in the appendix. 
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CHAPTER IV 
EVALUATIVE CRITERIA FOR SCHOOL STAFF AND ADMINISTRATION 
1. Extent and Nature of Criti. cism 
Criticism by ResearCh GrouE·- The major criticims of the 
au.tbor•s materials as first preSEnted to the research group fell under 
!our ma:in headings: (1) Excessive number of. items, (2) Inclusion o£ 
items more sp propriately belonging in sections other than School st.a!f 
and Administration, (.3) D0\:lble items- checklist statements containing 
two criteria, and (4) Ex:eessi. ve number of sub-divisions. 
In respect to the first major criticism, the members of the 
research group felt that inclusion of the original number of items --
over 500 -made the section too inclusive and therefore excessively' 
ditficu.lt to use :in actual i;ryouto They felt that in some instances, 
the !!!!!!, criteriGn was measured by two or more checklist items. They-
suggested a reduction in the total number cf checklist items. As. a 
result, the original number of items was reduced from over 500 to 
somewhat over 200 items. 
The second. major criticism referred to items that evaluated 
criteria that were better classified under other sections of the 
eTa.luation instrument. The majority of such items belonged more aP-
propriately in the sections on Guidance, Data !or Individual staff 
-29-
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Members, and Scho0l Plant. 
Under the heading of The Principal am Administrative staff, 
many i tem.s pertaining to specific experience, training, professional 
background, md in-service growth of individuals were eliminated be-
cause of their duplication in Section I, Data for Individual staff 
Members. The items of this seoticm which pertained to the staff as 
a whole and to the administrative personnel generally were retained. 
Under Organization and Management, the research group sug-
gested the deletion of Jn9ll.Y items pertaining to records and reporting 
which were to be included in Section F, on Guidance. Under this same 
major heading, the group eliminated an entire subdivision entitled 
Maintenance ar.d Operation of Plant. This evaluation was to bel covered 
by Section G on School Plant • 
The third major criticism dealt with certain statements which 
the group concluded concerned two criteria in the single statenent. 
Each of these statements ,was rewritten and made into two separate 
checklist items. 
The inclusion of unnecessa:zy subdivisions was the fourth 
major. ;Criticism. In part IV entitled Community Relations, the author 
had lfi;Qded canm.unity relations into three subdivisions entitled In-
formaticn Giving, Conmunity Service, and Procedures. The research 
group looked at community relations as a functional program, all 
aspects of which were closely woven, &d therefore recommended the 
elimination of subdivisions and the inclusion of all checklist items 
under :the one heading. 
30 
Criticism by jury~- The majority of the jury members approved 
the instrument; aiid the content ldth but minor criticisms and sugges-
tions. Tw:> of the members of the jury, however, were in agreement on 
one major criticism. Both manbers eriticized the use of general cheek-
. A 
list items mch lacked specificity. F0r the most part these items 
were found in I-B, The Principal and Administrative Staff. Items sueh 
as, "The princi.pal _and administrative assistants have had successful 
teaching experiencen, liThe principal ad the umini strative assistants 
have had successful administrative experience", and ttThe principal and 
administrative assi.stants have had extensive pr0!essional preparation", 
were cited as examples of items which were generalities, meaning cdif-
fermt t-hings to different people. Because the jury criticizing this 
blank did not have opportunity to examine Section I, Data fGr Indiviciual 
·staff Members, they did not realize that specific provision had been 
made for recording data concerning exact amounts and types of general 
and professional preparation. To avoid duplication of the content of 
Section I at this point, the following was inserted at the beginning 
of the division entitled The Principal and Administrative staff: 
"Specific data pertaining to many of. these items mq be found in 
Section I, Data for J11di vidual Staf.f Members, whi. ch should be filled 
out by !!.! adnd.nistrative personnel. n 
other minor criticisms mentioned the al:>sence 0f checklist 
items indicating tP,e principal's responsibility (1) to the superin-
tendent and to the school board, (2) for maintaining high teacher 
oorale, (.3) fer assisting in preparing and administering the budget, 
/ 
/ 
31 
--~ ... · •\ 
Jz 
(4) for securing and maintaining healthful, safe, and efficient main-
tenance and operation of the schaol plant, (.5) for using a positive 
e appl'0ach in child-discipline, and (6) for providing ma:x::imum guidance 
assistance to every child. 
Suggestions were mde that the following In-Service Improvement 
criteria should be incl. uded under this subdivision: (1) opportunity 
for school visitation and attendance at professional conferences and 
meetings, (2) availability of expert ccnsultants in all areas of ele-
:~rentaiy education, and (3) joint l«:lrk or study' by" teachers and parents. 
The absence of checklist items on sick leave and on tenure, and 
the absence of an evaluative item on the effect of salary provisions in 
obtaining and holding the best type of teachers, was noted in the divi-
sion devoted to Salary and Salary Schedule. 
Under I-C-IV, Teaching Lead Policy, it was suggested that the 
size of a class be limited to ~-5 pupils, and that the checklist item 
read ttThe average teachfug load is ~5 or fewer per class.n A daily 
spare period for all teachers 'was also suggested. 
UIXler I-D-1, Noninstructional Staff-Clerical and Accounting, 
it was stated that a criterion should be included showing the degree 
to which this staff assisted the administrative and instructional 
staffs in operating and using duplicating equipment and materials. 
Under the heading II, Organization and Management, the folio~ 
ing itemS were recommended for· inclusion: (1) pupil-participation in 
reporting, (2) consideration for the age and needs of children in 
•··. 
scheduling room assignments, (3) having the capacity of the lunchroom 
the basis for lunchroom scheduling, and {4) educational opportunity 
for social learning in lunchroom program. 
Three omissions were noted under the heading of Leadership. 
These criteria were (1) the necessity for encouraging cordial sta.ff 
relationships, {2) the necessity for encouraging school spirit, and 
(3) the necessit.y for leadership in adopting an educational philosophy 
- . 
accept able to both the school and the cori)munity. 
2_. Final Revision of Evaluative Criteria for 
School Staff and Administration 
OUQ'LINE OF CCN TENTS 
l. Scmol Staff 
A. Numerical Adequacy 
B. The Principal and the Administrative Staff 
c. The Instructional Staff 
D. The Noninstruetional Staff 
n. Organization and Managen.Ent 
A. Papll Accoo.ntin g 
B. Reports to Parents 
c. School Schedule 
D. -:Lunchroom, Dining Beom, and Kitchen 
E. Transportation of Pupils 
In. Ed~ational LeaderShip 
IV. Community Re1a tions 
V. Special Characteristics of School staff and Administration 
NA]1E: OF SCHOOL ••• ................... • •••••••••••••••• " •••• DAi'E ••••••••• •~ 
Checklist and evaluaticn ratings made by": 
··•··•·•·•···•···•·••···•···•··•·••··•·•····•······•···•·•• 
••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
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statement of Guiding Principles 
The elementary school staff consists of all school personnel 
engaged. in providing a loholesome and effective lea.ming environment. 
Such an environment is present when the experiences, information, and 
oondi tions are s:> organized and o,:perated as to provide maximum oppor-
tunity for all children to attain desirable educational objectives. 
One factor in the achievemEnt of these conditions is the provision of 
an adequate number of qualified and efficient staff members. 
The elementary school principal, a key figure in the personnel 
organization, is responsible for providing effective educational 
leadership, supervision, efficient school management, wholesome com-
munity relations, and administration. In a. good school these duties 
are fused and integrated in such a wq as to complement each other. 
Democratic school administration ccnceives the principal as 
a leader. coordinating the activities and services of the entire staff. 
He motivates and assists the staff to provide an educational program 
which meets the needs of the children and community. Administrative 
practices are truly democratic when they provide opportunity for 
participation in the administr~tive process by staff members, parents, 
and pupils. 
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INSTRUCTIONS 
:when the features in this section are being checked and 
evaluated, persons applying the ratings should ask: 11How well do the 
practices in this school meet the needs of the pupils and community?" 
The two-fold nature of the work-evaluation and stimulation to im- . 
provement-should be kept in mind. Careful, di. seriminating judgment 
is essen&ial if these purposes are to be served satisfactorily. 
The checklists consi. st of provisions, conditions, or char-
acteristics feund in good elemeatacy schools. Although they are re-
commended previsions, a school lacking some of them may have other 
compensating features. Space is provided·to record these features 
as additional items or under Comments. The checklist items should 
be marked as follows: 
V V if the provision or condition is made extensiv~ly; 
Y .if the pro"Vision or condition is made to some extent; 
X if the provision or condition .is very limited; 
M if the provision or condition is missing and needed; and 
N if the provisicn or condition is not desirable or does not 
apply. 
Evaluations represent the best judgmatt of those making the 
eval.ua.tioo. after all evidence including results of observations, con-
... si.deration of ratings on checklist items, and other data which may 
be available have been considered. Evaluati<n s should alwa.ys be made 
)>y the local staff members even though these evaluations may be 
ch~cked. later by a visiting committee. The evaluation ratings should 
be made by means of the scale defined below. 
5-Excellent; the provisicns or conditions are extensive and 
. functioning excellently'. 
4--Very Good;* 
a. the provisions or coo.ditions are extensive and are 
functioning well, or 
b. the }rovisi.oo.s or conditions are moderately ex-
ten si ve hlt are functioning excellently • 
.3--Goed; the provi siena or conditions are moderately ex-
tensive and are fUnctioning well. 
*Staff menbers may wish to use the symbols n4a" or "4b," 112a11 or "2b"• 
!/Mapted from_Evaluative Criteria, 1950 Edition, published by the 
. Cooperative Study of Seeoo.dary-School Standards. 
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2-Fair;* 
a. the provisions or conditions are moderately extensive 
but are funeticning poorly, or 
b. the provisions or conditions are limited in extent but 
are functioning well. 
1-:-~; the provisions or conditions are limited in extent 
azxi are .funeticning poorly. 
M--Missin.g; the provi sicn.s or conditions are missing and are 
needed; if present they would make a. ccntribution to the 
needs of pupils. 
N-Does Not App;y; the provisions or conditions are missing 
but do not apply or are not desirable for the children of 
this commmity. (Reasons for the use of this symbol 
should be explained in each case under Comments.) 
*staff man bers may wish to use the symbols "4a" or 114b," "2a" or "2b11 • 
-.......... 
... 
I. School staff 
A.. Numerical Adequacy 
List the number of staff members who devote full time or part 
time to the elementary school for the current year 19_-19_. 
Total 
Staffs Number of staff Members Ftlll-Time 
-- .. Equivalent of 
Full-Time Part-Time All Members 
' ···~·"""""'' '• •w...- ••• '""" ., ....... .. . ... , -· ~ ----- ~- . ~ . .. -. .. . 
···----. -·---··-· ----· 
Administrative staff I 
(including supervisory) 
...... - ... ·- -··-· ...... ---- ..... .. 
------- --·-
Instructional staff 
(including library, gu.idance, 
· physical education, remedial 
reading, 
etc.) 
industrial arts, 
.. 
·- ··-· -~· ·'· .... ·' 
Clerical staff ; 
l 
I 
... 
-· 
i 
' 
Custodial and ' 
I maintenance staff i 
Others (Specify) 
~Evaluations 
( ) a. Ho't'f numerical.l.y adequate is the administrative staff? 
( ) b. How numerically adequate is the instructional staff? . 
( ) e. How numerically adequate is the clerical and account-ing 
staff? 
( ) d. How numerically adequate is the custodia:h. and maintenance 
staff? 
Comments: 
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B. . The Principal and .Administrative Staff 
(Specific data pertain.lng to many of these items may be found 
in Section I, Data for Individual. Staff Members, -mich should 
be filled out by all administrative personnel.) 
1. Preparation and Qllalifi cations 
Checklist 
The principal and administrative assistants 
( ) 1. Have a bread back~und in general or liberal edu-
cation. 
( ) 2. Have had extensive professional preparation. 
( ) 3· Have had successful teaching experience. 
( ) 4• Have bad experience in the .field of elementary edu-
cation. 
· ( ) 5. Have had training in the field of elementary edu-
cation • 
( ) 6. Have had successful admini strati.ve experience. 
( ) 7. Are acquainted with Cl.n"rent research in the field of 
child development. 
( ) a. Have studied the educational needs of the pupil popu-
lation end the comnunity. 
· ( ) 9. Are acquainted with the curriculum and procedures of 
the school's program. 
{ ) 10. Are acquainted with the curriculum and procedures of 
the secandar.r school program. 
( ) ll. 
( ) 12. 
Eval uat icn s 
( ) a. How adequate is the professional preparation of the 
administrative staff? 
( ) b. How extensive is the educatimal experience o.f the 
administrative staff? 
' ., 
( ) c. To what extent is the administrative staff con-
tinuing professional improvem.ent-'1 
Comments: 
2. Duties· ana Functions 
Although the following duties are usually performed b.r the 
elementary-school principal., the performance may .be delegated 
to a vice-principal or to other administrative assistants. 
Che&: and evaluate on the basis of the performance of the 
functions, regardless of the title of the person performing 
the function. 
Checklist 
The principal 
( ) 1. Is the responsible head and professional leader of 
the schoal. 
( ) 2. Is a line officer, interpreting the policies of the 
school board and superintendent for his own school, 
and actfug as liason between the school staff and· 
superintendent and school boa.rQ. · 
( ) .3. Dldgets sch>ol time so as to adequately carry- out 
supervision, adm:inistration, public relations, and 
clerical wolk. (Indicate the percent of time spent 
in each area.) 
Supervision ••••••.•••.•••••••••••••••• ( ) 
Administration •••••••••••••••••••••••• ( ) 
Community Relations ••••••••••••••••••• ( ) 
Clerical •••••••••• 9•••••••••••••••••••< ) 
( ) 4· Encourages and assists staff members in making worth-
while contribltions te the entire educational program. 
( ) 5. l!hcou.rages group-participation in the definition of 
school problems, ald in the development of plans for 
their solution. 
( ) 6. Assists in preparing and administering the school 
budget. 
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-~ ) 7. CGeperates 'With staff members in formulating 
recommendations, policies, plans and speci-
fications. 
C ) a. Assumes the major responsibility for maintain-
ing good community relations. 
( ) 9. Provides for orien"t;iation and assistance to new 
teachers. 
( ) 10. Provides superviso r:r assistance in such areas 
as instructional procedures, curriculum-making, 
special education, and special serviees. 
( ) 11. Assames ~er responsibility for providing maxi-
mum. guidance assistance for every school child. 
( ) 12. Evidences kindness toward boys and girls, and 
finds some time for talking and associating with 
them. 
( ) 13. Disciplines ·by punishment only when more positive 
methods fail. -
( · ) 14. Secures staff cooperation in the efficient use of 
materials and supplies. 
( ·) 15. Is responsible for maintaining high teacher 
morale. 
( ) 16. Democratically enforces schoel rules and regula-
tions. 
( ) 17. Evaluates teachers, pupils, courses ef study 
equipment, and materials in terms of accepted 
objectives, and recommen:ls changes where 
necessary. 
( ) 18. Reccmmends removal· of· a teacher whose work remains 
unsatisfactory, after patient and repeated efforts 
have been made to assist the teacher to improve. 
( ) 19. Secures healthful, safe, and efficient operation 
and maintenance of school plant. 
( ) 20. 
( ) 21. 
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Evaluations 
( ) a. How effectively does the principal perform his 
administrative duties? 
(. ) b. Ho1-r effectively does the principal perform his 
supervisory duties? 
(. ) c. To what extent does the principal provide 
opportunity for teache~participation in admin-· 
istration? 
Comment: 
c. Instructional Stat£ 
; 1. Experience and Length of Service 
--
-
Indicate the number and the percent of the school stat£ 
in each of the experience cat~gories below: 
Total School Experience ·Length of Sery:ice in This 
Number of Years School 
of Experience . 
N\UD.ber fer cent ~umber fer cent 
45 or Jlk)re 
20- 24 
15 - 19 
lO -14 
-----· 
>. ·~· • ~- ... ~ . -
5. - 9 
1-4 
---
·-
Less than 1 
Total 
42 
Evaluations 
( ) a. How satisfactory is the balance between limited 
ani ext:.ensi ve total school experience of staff 
members? 
( ) b. How satisfactory is the balance between limited 
and eoctensi ve experience of staff members in 
their length of service ~ ~ school? 
CoiiUilel1ts: 
2. Iln.provement :in Service 
Checklist 
( ) 1. The staff participates regularly in curriculum 
stuqy and development. 
( ) 2. The staff studies the educational needs of the 
children. 
( ) 3. Within a three-year period, the staff has con-
ducted planned study of problems in such areas 
as the following: 
(Cheek) 
____ Acti vi. ty programs 
____ .Audio-visual aids in instruction 
_______ .community or community resources 
______ .EYaluation techniques 
----~Guidance 
---~Library services 
___ ...;Newer methods of teaching 
~.....;_..;;Records and reporting to parents 
_____ ._other ______________________ ___ 
( ) · 4. Professional experts in all areas of elementary 
education are available for consultation and 
assistance. 
( ) 5. Professional educational materials are available 
(e.g., professional educational periodicals, 
magazines, and publications). 
( ) 6 •. Faculty neetings are characterized by democratic 
cooperation and positive action in the solution 
c;,f scitool and coDDilunity problems. 
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( ) 7. Time is provided to staff members for school 
visitation and attendance at professional 
meetings and conferences. 
( ) So Teachers participate with parents m joint study 
of school or community problems. 
( -) 9· 
( ) 10. 
Evaluations 
( ) a. How effectively is the staff organized for im-
provement in service? 
( ) b. How well do staff members cooperate to effect 
improvement through group activity? 
( ) c. How effective have group activities been in 
accomplish:ing professional improvement? 
Coliiiila'l ts: 
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-.3. Salary and Salary Schedule 
·Indicate in the following table the number and percent 
of the staff members in each salary classification. 
-· 
Salary .Adm:ini str ation .Instruction IJ:otal 
Men Women ];1en Women · :tfum.ber J?ercent 
.Over $7,999 
#7500~7999 
$7000-7499 
$6500-6999 
$6000-6499 
. $5500-5999 
$5000-li.la.QQ 
$4500-4999 
$4000-4499 
#3500-3999 
$3000-3499 
$2500-2999 
$2000-2499 
$1500-1999 
~1000-1499 
$ 500- 999 
$ 1- 499 
. -
Total 
, Checklist 
' 
{ ) 1. The school has a definite salary schedule. 
( ) 2. Minimum salaries provide for adequate standards of 
living in the coDilllURity. · 
( ) 3. The aJOOunt of training and teaching ax.perience of 
appointees are the bases upon which beginning 
salaries are ~ermined. 
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(. ) 4. Regular salary incremEnts are provided. Indicate 
(a) the amount of each regular :increment 
...... ( ) 
(b) the total nuxn.ber of increments paid 
...... ( ) 
(e) The number of years required to reach maxi-
mum •••••• ( ) 
( ) 5. MBximum salaries are contingent upon ccntinued 
professional. growth. 
( ) ~. Salary schedule is based upon experience, 
training and professional activities. 
( ) 7. The salary schedul-e is sufficiently flexible 
to recognize teachers of superior ability. 
( ) 8. Representatives of the administrative and in-
structional staffs assist the school board in 
the construction of the salary schedule. 
( ) 9. A proper ratio exists betw·een the salaries of 
teachers and administrators. 
( ) 10. Sick leave provisions permit an accumulation 
of a minimum of days. 
( ) 11. Tenure is granted to teachers after three 
years of continuous employment. 
( ) 12. 
( ) 13. 
Evaluations 
( ) a. How adequately does the salary schedule serve 
to attract and hold the highest type of 
teacher? 
( ) b. How favorab~ does the salary schedule eompare 
with the incomes of other professional and 
working people in the conmunity? 
( ) c. How equitably' is the salary schedule applied? 
Cements: 
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*· .Teaching Load Poll.ey 
{ ) l. .The average teaching load is .30 or fewer pupUs 
-
per class. 
( ) 2. Organization provides for the smallest classes 
~ the lower grades wherever possible. 
( ) .3. Provision is made to assure efficient teaching 
loads in su.ch classes as phy-sical education, 
ahbp lrork, sewing, cooking, music, and re-
medial classes. 
( ) 4· Adjustments are made in the teaching loads o£ 
those engaged in supervisory activities. 
( ) ;. Extra-class responsibilities of teachers are 
equitably- assigned. 
{ ) 6. Teachers of extra-large classes are given fewer 
extra-class responsib1li.ties. 
( ) 1· The capabilities of teachers are considered 
when assigning teaching-load. 
( ) s. A daily non-teaching {spare) period. is pro-
v.ided. teachers. 
(' ) 9.· 
( ) 10. 
, . 
. Evaluations 
( ) a. Do teaching loads permit efficient instnction? 
( ) b. Are--teaching loads equitably- distributed.? 
Comment a: 
D. Noninstru.ctional staffs 
Clerical and Accounting staff 
Checklist 
staff members 
( ) 1. Render adequate secretarial service to the in-
structional staff. 
( ) 2. Render adequate assistance to the instructional 
staff in record-keeping and reports. 
· ( ) .3. Cooperate <iemocratically with the instructional 
staff. 
( ) 4 •. Handle office routines in a courteous and 
efficient manner. 
( ) 5. Effi. ciently handle school accounts and finances. 
( ) 6. Effi. dientl.y assist the a<!lm:i.nistration in the 
operation of schedules, records, and similar 
procedures. 
( ) 7. Are employed in the appro:xima.t e ratio of 2!!_! 
for every four hundred pupils enrolled. 
(. ) a. Assist with the administration of supplies. 
( ) 9. Assist the instructional staff in operating 
and using duplicating apparatus and materials. 
( ) 10. 
' ( ) ll. 
Evaluations 
( ) a. How satisfactorily do all members of the clerical 
and accounting staff perform their duties? 
( ) b. How numerically adequate is the clerical and 
accounting staff? 
Conments: 
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2. Custodial ar:d Maintenance Staff 
Checklist 
The custodial and maintencnce members 
( ) 1. Maintain a physical environment in keeping 
with the educational aims of the school. 
( ) 2. Assume responsibility for the safety and 
security of the building. 
( ). .3. Give special attention to the health and 
safety conditions and facilities of the 
school. 
( ) 4· Understand their relationship to the admin-
istration and instructional staffs, and the 
nature of their contribution to the educa-
tional. program. 
( ) 5· :Execute requests and directions o£ the prin-
cipal with dispatch. 
( ) 6 .. Cooperate in supplying extra-custodial 
services when requested by the principal. 
( ) 7- Dress in clean, attractive, and comfortable 
un±form. dress. 
( ) 8. Provide adequate heating, lighting, and 
ventilation, as far as conditions and facil-
ities permit. 
( ) 9· Include at least one female custodian or 
matron in each school. 
( ) 10. Maintain regular equipment in good working 
order. 
( ) n. Assist school staff in guiding pupils in the 
proper care of the school plant. 
( ) 12. Use custodial equipnent and supplies effi-
ciently and economical~. 
( ) 1.3. Experiment with newer supplies, ma.tetials, 
and equipment for efficient school custodial 
work. 
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! ) 14. Promptly carry out . such minor repairs as 
are ·their responsibility. 
( ) 15. 
" ( ) 16 • 
. , 
Evaluations 
( ) a.. How numerically ad.equa£e is the custodial 
,a.al maintenance st; aff?-· 
( ) b. How satisfactorily do staff members perform 
their duties2 
Cemmen:fis: 
3. Health and Medical 
Checldist 
( ) 3.. 
.{ ) 2. 
( ) 3. 
( ) 4. 
The following non-instructional professional 
staff members are available or ou call when 
· school is in session: (check) 
__ __.Schoo1 peysician (indicate the 
number of visits per week) 
___ -_.School nurse (indicate the -nu-m""=':t>_e .... r-. 
of visits per_week) __ _ 
___ School psychiatrist 
-----!Dental hygienist 
__ ___.Nutrition specialist 
Social worker 
------
__ __.A person qualified to administer first 
aid • 
Physical examinations are given at least once 
every t110 years. (Describe the extent of the 
regular physical ~ation under Comments.) 
Dental examinations are given at least once 
a year. 
Audiometric examinations are given at least 
once a year. 
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( ) 5. Vision examinations are given at least 
once a year. 
( ) 6. Complete health records are kept for every 
pupil in the school. 
( ) 1· Parents are notified of children'~ health 
defects and of the possibility of remedy. 
( ) s. Follow-up procedures are conducted for all 
. children reported with remedial health de-
fects. 
( ) 9. Health and medical staff members participate 
in such activities as health-counseling, 
teacher observation, screening activities, 
and other necessar.y medical and psychologi-
cal examinations. 
( ) 10. Health and medical staff manbers provide 
in-service training to help teachers in the 
understanding of children t s health problems. 
( ) 11. Health and medical staff members participa-te 
in pregrams of parent and conu:mmity health 
education. 
( ) l2. Fire drills are held. 
( ) 13. 
( ) 14· 
Evaluations 
( ) .a. How adequate is the health and medical service 
which is provided? 
( ) b. How adequate are the health records? 
( ) c. To what degree do health and medical staff 
members assume their responsibilities of 
leadership in community health? 
( ) d. How effectively coordinated are the services 
o:f the physical education, health, and 
medical personnel? 
B~tl'l'n t.mrwrsny . 
~~====--==· =~==--===="'=.=c=~=.cc~c=.~=-~~-=-===--o--~~--=== 
Lihrary 
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Comments: 
II. Org~ization aild Management 
A. Pupil AceC!JUilting 
Checklist 
The school maintains up ... t~-d.ate end complete records on the 
following: 
( ) 1. School census of youth in school district. 
(Preferably from 2!!! year to eighteen years .. ) 
( ) 2 • Pu.pll health 8lld physical growth• 
.. 
( ) .3. Pupil academic achievement e 
( ) 4· Excused absence and tardiness. 
( ) 
'· 
.Anticipated enrellment. 
( ) 
'· 
Pupils who have left school, and the reasons for 
leaving. 
( ) 7· School attendance (check).· 
Daily report 
Weekly report 
Monthly report 
Yearly report 
( ) s. School enrollment., 
'" ( ) 9· Graduates and their destination. 
( ) 10 • 
.. 
( ) n. 
.. 
Evaluations 
( ) a.. ·How extensive are the pupil accounting methods? 
( ) b. How effective ~re the pupil accounting methods? 
Comments: 
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B. Reports to Parents 
Checklist 
( ) 1. Periodic reports of child growth are made 
to parents. (The number of reports per 
year is .) 
) 2. Reports are made on all aspects of child 
growth (e.g., physical, emotional, social, 
and mental growth). 
) 3. As far as possible, the reports are based on 
objective evaluation. 
( ) 4. Reporting methods are developed cooperative-
ly by parents and the school staff. 
( ) 5. Reports are easily understood by parents. 
( ) 6. Report-marking techniques recognize indi-
vidual differences in pupil abilities. 
( 7. Teachers are trained in keeping helpful 
records and in making accurate helpful 
reports to parents. 
) 8. Reporting methods are fully explained 
to children and parents. 
( ) 9. Reports sometimes take the form of personal 
letters, newsletters, bullet~ns,or leaflets. 
( ) 10. Reports are recognized as tools for im-
proving community relations. 
( ) 11. Some teacher-parent conferences are conduct-
ed in addition to written reports. 
( ) 12. Opportunity is provided in reporting proce-
dures for pupil-participation in evaluation. 
( ) 13. 
( ) 14. 
Supplementary Data 
1. Attach copies of all reporting forms used. 
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c. 
·e 
~uations 
( ) a. How accurately do the reporting methods 
picture the total growth and progress of 
the child? 
( ) b. How acceptable are the reporting methods 
to the parents? 
( ) c. To what degree are the reporting methods 
contributing to good conmunity relations? 
Comments: 
School Schedule 
Checklist ( ) 1. Scheduling e~nates conflict and confusion. 
-( ) .2. Most schedules are completed before the open-
ing of school, preferably in May or June, anEl 
open to revision as the need requires. 
( ) 3· Mini:mwn and maximum class sizes are determined 
b,y the room capacities and type of instruction 
to be given, and the age and needs of the 
child.ren. 
( ) 4· Shop a1d sewing classes are limited to twenty 
pupils. 
( ) 5. Schedules are sufficiently flexible to permit 
su.ch activities as guidance, project work, 
trips, and creative activities. 
( ) 6. Activities within the classroom are scheduled 
classroom teachers with the assistance of the 
supervisors. 
b.Y 
( ) 7· Schedules indicate the location of teachers and 
pupils during extra-class or special activities. 
( ) tt. Spare hours of teachers and special assignments 
are scheduled well in advance. 
c ) 9. ~olid~ programs and after-school activities are 
scheduled well in advance. 
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D. 
( ) 10. Lunch room scheduling is determined by the 
lunch room capacity. 
( ) 11~ A roam assignment sheet is prepared showing 
which classrooms, special rooms, and special. 
equipment, are in use each day. 
( ) 12. Ex:cu.rsions and out-of-school visitations are 
scheduled. well in advance. 
( ) 13. 
( ) 14. 
Eval ua:tion s 
( ) a. How efficient is the school's scheduling 
program? 
( ) b. How adequate are the .fonns used in scheduling? 
Gonments: 
Lunchroom, Dining Room, and Kitchen. 
Checklist 
( ) 1. Lunch service is available .for all children. 
( ) 2. Lunch service personnel is available .for the 
program. 
( ) 3. Government Food and Health Regulations are 
carefully adhered to. 
( ) 4o A variety o.f food is attractively served at 
moderate cost. (Not a profit-making program.) 
( ) 5· Lunchroom, dining reom and kitchen facilities 
are maintained in a bright, ventilated, clean, 
an1. attractive atm:>sphere. 
( ) 
'· 
Cooking and food storage facilities are ade-
quate for the needs. 
( ) 7. Table service for younger pupils is provided. 
( ) 8. Many self-serving facilities exist for older 
boys and girls. 
( ) 9. Balanced, appetizing meals are included on 
the menu. 
( ) 10. The school lunch program is organized to pro-
vide experiences for growth in knowledges of 
food-selection and preparation, nutrition, 
food habits, table-etiquette, and social 
living. 
( ) 11. Religious and racial customs are considered 
in planning meals. 
( ) 12. Dining room, kitchen food-storage rooms, 
service roo~~~ and dish-washing rooms, are 
all arranged as a single unit. 
( ) 1.3. The discipl-ine in the lunchroom is ma.i.nly 
self-discipline, with a minimum of teacher-
control. 
( ) 14. Money and supplies are handled in an efficient, 
businesslike manner. 
( ) 1.5. Lunchroom periods are coordinated with health-
ful noon-time activities. ( ) 1,. Meals are served to needy c~ldren without 
cost. 
( ) 17. 
( ) 18. 
SUpplementary Data 
1. What is the total number of children served by 
the lunch program? •••••••·••••••••••••< ) 
2. What is the number and length of lunch periods? 
••••••••••••••••• Number ( ) Length ( ) . 
.3. What is the cost-per-pupil for the lunch pro-
gram?••••••••••••••••••••••••••••••••••< ) . 
--~ -~~"~~ooc.~~"'~~~~-~--~~-~~~~~~-· -~~-~. ~-~~-, ~''' ~~---~•1 
I 
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Evaltiations 
( ) a. How adequate are the meals served in the 
lunch program.? 
( ) b. How sanitary are lunchroom practices and condi-
tions? 
( ) c. How efficiently ·is the lunch progrm operated? 
( ) d. How well does the lunch program provide edu-
cational opportunities for social learnings? 
Cemments: 
E. Transportation of Pupils 
Checklist 
( ) 1. Transportation buses are owned or leased by 
the school system. 
( ) 2. School bus standards conform with the recom-
mendations of the National Conference on 
School Transportation. 
( ) 3. The school administration is thorou~ 
familiar with the State Pupil-Transportation 
Laws. 
( ) 4• Records are maintained of all pupils trans-
ported over a year period. 
( · ) 5. A map is kept showing the location of each 
school-child1s home. 
( ) 6. Free bus transportation is provided for all 
children where school attendance otherwise 
would be a hardship on either the child or 
his parent. 
( ) 7 • The school administration prescribes or 
approves the routes used in bus transporta-
tion. 
( ) 8. Classroom :instruction gives attention_ to rules 
for safe and courteous bus riding. 
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( ) 9.. B:ls drivers accept the respon-sibility for 
the safety of each passenger• 
( ) 10.. Bus drivers are courteous ud cooperative 
witn school personnel. 
( ) 11. Bus drivers are. of hi§l moral character, 
and are clean ani neat in appearance and 
habits. 
( ) 12. _ Salaries of bus drivers are cQnnnensurate 
with appropriate standards of li vi.ng in 
the conmunity. 
( ) 13. 
( ) 14· 
Supplementary Data 
1. The average number of pupils transported 
per day at scheol expense •••••• ( ) 
2. The monthly school cost for pupil trans-
portation •••••••••••••••••••••• ( ) 
3. 'I'he percent of school pupils receiving 
free transportation •••••••••••• ( ) 
4. Bls schedules (Submit copies) 
Evaluations 
( ) a. How efficient and economical is the organ-
ization of transportation services? 
( ) b. How safely is the program of transportation 
oonducted? 
Cemnents: 
III. Educational Leadership 
Checklist 
Tba principal (assisted by such members of the schoel 
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staff on whom administrative responsibilities have been 
placed.) 
Assumes the major responsibility for effective-( ) 1. 
e 1y carrying out the accepted system-"trl.de policies formulated by the school board and 
school superintendent. 
( ) 2. Assists the superintendent in the formulation 
'~ of educational policies. 
( ) 3. Leads the school in the adoption of a basic 
educational philosophy acceptable to the 
school community. 
( ) 4. Investigates, and is familiar with such new 
organizational plans as Continuous Progrees 
Plan, Cooperative-Group study Plan, etc. 
(- ) 5· Identifies major problem areas in the school 
and ehlists the support and participation of 
the teaching staff, parents, and pupils in a 
cooperative attack on these problems. 
( ) 6. Encourages and assists in the maintenance of 
cordial staff rela.tionshipso 
( ) 7· Has a plan for utilizing the abilities of all 
staff members in improving the educational 
services to the community. 
( ) a. Conducts supervision as a process of deveh .. 
oping an educated citizen through the 
cooperative efforts of the conummity, the 
teachers, and the pUpils. 
( ) 9· Encourages am facilitates in-service growth 
of teachers. 
( ) 10. Encourages limited pupil ... participation in 
formulating school policy-. 
{ ) 11. -Maintains a program for stimulating school 
spirit. 
-
( ) 12. Maintains a library of professional education-
al mali erials. 
( ) 13. Has, within a five year period, directed a 
survey evaluation of all phases of school life. 
( ) 14. Is familiar "Ni th the population, customs, 
ani resources of the community. 
( ) 15. Utilizes community resources. 
( ) 16. Interprets the wol'k of the school to the com-
munity, and informs them of changes t aldng 
place in school practice. 
( ) 17. Provides democratic and competent direction in 
assisting the people of the community t<ll de-
cide the kind of school they want and the 
.method of operating it. 
( ) 18. Participates in community activities. 
( ) 19. Actively encourages and sponsors P.T.A. •s, 
MOther's Clubs, etc. 
( ) 20. Cooperates with other agencies on conmunity 
recreation, health, safety, charity, de-
linquency-prevention, etc. 
( ) 21. Encourages the use of school services and 
facilities by the people of the community. 
( ) 22. 
( ) 23. 
Evaluations 
( ) a. To ltlat degree does the principal. show 
leader ship in the fi el.d of administration? 
( ) b. To what degree are the principal and super-
visors sb:>wing leadership in the field of 
supervision? 
( ) c. To what degree are the principal and his 
administrative assistants showing leader-
ship in the school-community relations? 
( ) d. To what extent is the principal building 
high morale amcng staff members? 
Comments: 
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IV. Gonmunity Relations 
Checklist 
( ) 1. The schoel fumishes the communit;y with inform.-
atien concerning the following: (check) 
____ The objectives and purposes on Which the 
curr.i. culum. is built. 
_The community services rendered by the 
school. 
_The rules and regulations governing 
atteniance, reporting, and promoting. 
~Pupil services; such as, librar.y, lunch 
program, and guidance. 
Safety and sanitation of the school plant 
- md facilities. 
____ School's effort to assist and cooperate 
~th community agencies. 
_Pupils' aeti vi ties; such as, student 
government, sports, clubs, musical groups, 
arrl dramatics. 
_Outstanding sue ceases of pupils or 
teachers. 
_Information on child-growth. 
( ) 2. The pu.blic relations program is carefully, yet 
democratically, planned through cooperative 
action of the teaching staff ani community 
groups. 
( ) 3. The school is used as a center for promoting 
community growth. 
( ) 4. The school is used to supp:cy- such community 
services as the following: (check) 
Adult recreational activities. __ _. 
_ ____.Adult reading and study. 
___ Community forums and discussion clubs. 
_ _;._Adult forums an.d discussion clubs. 
( ) 5. The school provides educational programs for 
service clubs, women's clubs, and such civic 
organizations. 
( ) 6. The school is used to house such youth-building 
activities as scouts, 4-H clubs, etc. 
( ) 7• The school sponsors parent-teacher associations. 
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( ) g. School staff members guide and instruct the 
public :in the proper use and care of school 
facilities. 
( ) 9. The school staff members are active in com-
muni ty organizations. 
( ) 10. School staff members s,rstematically evaluate 
the school • s public relations program. 
( ) 11. The school staff takes occasional polls of the 
opinions of pupils, teachers, and parents with 
respect to items that reflect school communit.y 
relations. 
( ) 12. The school maintains harmonious relations with 
such agencies as the .press, radio, and tele-
vision agencies. 
( ) 13. The· school uses assemb~ programs, school 
publications,clubs, and entertainment to 
promote better understanding between the 
school and tha community. 
( ) 14. 
( ) 15. 
Evaluatim s 
( ) a. HPW .well does the school's information-giving 
progran accomplish parent-teacher unity :in 
meeting the educaticnal needs of pupils? 
( ) b .. How ad.eEJUate are the community services provided 
b;¥' the school? 
( ) c. How effective are the school's procedures in 
l:uilding up g:>od community relations? 
( ) d. How continuous is the school 1 s information-
giving program? 
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V. Special Characteristics of School 
Staff and Administration 
1. What are the best features or characteristics of the school 
staff and administration? 
(a) 
(b) 
(e) 
(d) 
(e) 
(f) 
2.. In what respects can the organization and management of the 
school be improved or made more effective? 
(a) 
(b) 
(c) 
3. In wha:t respects can the school's educational leadership be 
improved or made more effective? 
(a) 
(b) 
(c) 
4• In what reEpects CSl the school staff and administration de-
velop more effective relati<ms with the local community? 
(a) 
(b) 
(c) 
5· What inq>rovem.ents are now going en or are being definitely 
planned for the future? 
(a) 
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(b) 
(c) 
~­
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. CHAPTER V 
SUGGESTIONS FOR USING '!HE CRITERIA 
rn the use of this instrument for the evaluation of the ele-
mentary school staff and administration, it is important that the 
basic purposes for which the author constructed the instrument be 
kept foremost in the minds of those who use it. The construction of 
this instrument was predicted on the hope that it would be of use to 
elementary administrative and supervisory staffs (1) in appraising 
their success in me~ing the new educational challenges, (2) b,y 
assisting in the development of a pattern of administration which 
would truly be adequate to the needs of the children of a modern ele-
mentary school, and (3) by stimulating professional growth and im-
provement .. 
fhis instrument directs attention to four major areas of the 
elementary administrative program: (1) the school staff, (2) the or-
ganization and management, (3) the educational leadership, and (4) the 
school's community relations. From its use a clear picture of the ex-
isting conditions in each of these areas may be obtained. In the area 
of school staff the extent and breadth of such conditions as qualifi-
cations, preparation, in-service growth, coordination, coop~ration, 
participation, and distribution of responsibilities, can be obtained. 
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Under organization ani managanent, the effectiveness, efficiency, and 
smoothness of function may be ascertained. The degree to which there 
is democratic school and colllllli1Ility leadership may also be dete:nnined. 
J 
Finally, the effectiveness and usefulness of the schoolts community 
relations will be revealed. 
This instrument is intended for use :in the evaluation of the j 
school staff and administration in all sizes end tues of elementary ~ 
schools. 
The inquiring administrator will find, through the use of this 
instrument, the answers to the. following important schoel questions: 
1. What are acce}:table standards of elementary educational 
administration? 
2. How do our aciministrative practices :n:easure up to admin-
istrati. ve practices considered necessary by the educa-
tional thinking of today• s educational leaders? 
.3• To what degree has there been in-service growth and de-
Velopment of our school st. a.ff? 
4• What improvements in ouF ·school staff and administration 
are desirable .and necessary? 
5. What are the desirable administrative objectives toward 
llbieh 1\e smuld be working? 
Use as a single instrUJD£nt.-- Although this instrument was in-
tended to be used in conjunction with the other sections of Evalua-
tive Criteria fer ElemEntary Schools, it might be used to great ad-
vantage as a single instrument. When thus used by an individual. 
administrator in the elementary sch<llol, it would serve to clarify 
his tbinki.ng en the kind. of school administration that is desired. 
~.{ 
It might ala> aid in establidl:ing a plan or program of action to bring 
66 
conditions up to desirecil. stamards. It is suggested that this be 
used as a single instrument in one or more of the following ways: 
1. ·Informally, by an individual administrator. 
2. Objectively, by individual administrators in group-
stue!ly with members of the staff, or with members 
of the staff and members o£ P.T.A. or other com-
munity groups. 
3· Objectively, by study-groups of administrators 
represem.t!big an a::ttire elementary school system. \ 
Use as a part; of a total elementary-school evaluation.- ~ 
Possibly, the .greatest value ean result when this instrument is used 
in conjunction with the other sections of Evaluative Criteria for 
Elementary Schools in the total eval.uatica of the elementary educa-
tional program in a school or scmel system. Mministrative prac-
ti.ces and pelicies detennine the extent to which the educational 
needs of modem so eiety can l:B met in local elementary school prograns. 
However, a cemplete picture of the effiaieuer ana effectiveness of 
these practices and policies in providing a program that S!!.! meet 
these needs is attainable only through an appraisal of the function-
ing of the entire elementary eciucational. program. Through Sl:l.Ch an 
appraisal, a greater depth of understa:tding may be obtained in eval. .... 
uating the school staff and administration. 
Actual use of instrument.- No single set of procedures for 
the use ef this instrument em be offered. The unique charaeteris-
tics of a school or community an<i the local expression of educational 
leadership will detennine the ~way of using it. 'When used singly, 
or as part of the Evaluative Criteria for Elementary Scb.oels, in the 
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appraisal of the elementary school staff and administration, the 
following suggested procedures :may be taken: 
1. study the :instrument in detail with a view to 
identifYing a1d understanding every criterion 
listed in the four main areas. 
2. Make as complete a survey as possible of the 
school staff and administration practices and 
policies in effect in the school. This may be 
done by individuals, administrative groups, · 
administrative-teacher groups, administrative-
teachel'-parent groups, or by the entire school 
staff working as a group • 
.3. study in detail., and follow carefully the In-
structions accompanying this instrument. 
4• Where possible, utilize the group-thinking or 
'O'GlDJllittee-thinking approach to evaluation. In 
this way the evaluations will represent the best 
judgement of the group after all information has 
been con sl.dered and the opinions of all members 
have been expresssed. 
5. When there is a question of degree to which a 
criterion exists, reference to other observable 
and related data should be utilized. (Where 
the other sections of Evaluative Criteria for 
Elementaz:y Schools have been used, reference to 
the ratings and evaluations in these sections 
may be of use.) 
6. When the evaluations of the first four main parts 
of this in strum.ent have been completed, serious 
and deliberate consideraticn should be given to 
part V with emphasis on the respects in which the 
different phases of school staff and administration 
~ 1:!, improved. 
Possible outcomes or values resul.ting from the use of this in-
strument.- As a resul.t of the use of this instrument it is hoped that 
some or all of the following values will resul.t: 
1. RecognitiOn of the importance of continued sel.f-
appraisal. as a basis for improving practices. 
_____ .. __ 
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2. Motivaticn for making school staff and adminis-
tration up-to-date and modem. 
3. Awareness of necessar.v changes, adjustments, and 
improvements, and plans for putting them into 
effect. 
4. Improved school-community relations. 
5. Greater recognition by the colDJllltlity of current 
eleiialtary educational admil)i.strative ·trends, 
practices, and needs. 
6. Greater participation in school administrative 
planning on the part of the teaching staff and 
en the part of lay-people in the community. 
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APPENDIX 
EVALUATION BESEARCH PROJECT 
Name and Title 
street or Institutional Address 
Town or City and State Address 
Dear 
llO Beech St., 
Lowell, Mass. 
Nov. 2, 1951 
A group research project is being conducted at J?oston University 
to develop Evaluative Criteria for elem.entar:r schools. This project 
is under the direction of Dr. James F. Baker who served as Research 
Assistant to the Cooperative Study of Secondary-School standards in 
developing the 19!P edition of the Evaluative Criteria now being used 
in seccndary schools throughout the country. · 
One of the procedures which is planned is to have juries of in-
terested and qualified persons criticize materials which will be 
prepared :in tEntative .form by the research group. We hope that you 
will be willing to serve as a jury member to criticize materials in 
the area of Sehocl Staff and .Administration. 
As this is a non-profit venture with the main aim in view to 
develop materials which teachers may use in evaluating their own 
educational endeavors, funds are riot available for the profession-
al services of jUIY members. Past experience in developing the 
secondary school instrument indicates that leaders in education 
will be glad. to participate in such a study on a voluntary basis. 
It is not expected that the tine required of a member of 
the jury will be excessive. May we count on your cooperation? A 
form is enclosed for your reply. 
Sincerely yours, 
Francis P. McGee 
Member Research Group 
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EVALUATION RESEARCH PROJECT 
Mr. Francis P. MeGee 
110 Beech street 
Lowell, Mass. 
Dear (Your Name) . . 
Date: November 2, 1951 
The checks :in the parentheses below indicate my status 
regarding the evaluat:ion research project discussed in the 1E¢ter 
accompanying this form. 
( ) 1. I will serve as a member of the national jury- of experts 
in the work of developing Evaluative Criteria for ele-
mentary- schools, insofar as those standards pertain to 
the area of School Staff and Adnrlnistration. 
( ) 2. I understand the service will require criticism of 
tentative mater.i.als for the field of School Staff and 
Administration. 
( ) .3.· I have access to a copy of the Evaluative Criteria 1950 
edition pertaining to secondar,y education which ~11 
give me an idea of the format and scope of a similar 
instrument for elementary- schools. 
(Signed) --------------
(Official Position) 
(street end Number) 
(City and state) 
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EVALUATION RESEARCH PROJECT 
Name and Title 
Street or.Institutional Address 
Town 0r City and State Address 
Dear : 
llO Beech . st. 
Lowell, Mass. 
Nov. 2, 1951 
Thank you for accepting the in:v.i tatioo to serve on 
a jury to examine and criticize materials 'being developed to 
evaluate elementary education. Your cooperation is mu.ch appre-
ciated. · 
Enclosed please find the first draft of materials 
subnitted for ycur criticism. Please feel free to change, de-
lete, or add to any of the material in this form. Your sugges-
tions will be studied carefully and compared with criticisms 
received fran other jury members •.. As soon as replies have been 
received fran all members of the jury, a revision will be made 
and sent to yen. 
Enclosed also is an outline indicating the sections 
now being developed. This outline is of course tentative but it 
mer help you to see the materials on which you are working in 
relation to the entire Criteria. 
We do not want to seem to be rushing you, but 
early attention on your part will be helpful. We hope to re-
ceive ycur criticisms by ( indicate a date, preferably a Monday~ 
two or three weeks after you serd out the draft of materials ) 
Enclosures. 
Very sincerely yours, 
Francis P. McGee 
Manber Research Group 
' 
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SCHOOL STAFF AND 
ADMINIS'1'Ri\.TION 
OUTLINE OF CONTENTS 
I. School Staff 
A. Numerical Adequacy 
B. The Principal and Administrative Staff 
C. The Instructional Staff 
D. The Non-Instructional Staffs 
II. Organizati9n and Management 
,A.. Pupil Accounting 
B.. "Reports to Parents 
C. School Schedule 
D. Lunchroom, Dining Roam, and Kitchen 
E. Transportation of Pupils 
III. Educational Leadership 
IV. Community Relations 
II 
V. Special Characteristics of School Staff and Administration 
NAME OF SCHOOL .................................................. DATE ................. . 
Checklist and evaluation ratings made by: 
o•w•••••••••••••••••••••••••••••••••••••oooo•••••••••~••••• 
............................................................. 
( 
............................................................ 
(Experimental copy: not to be reproduced) 
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Statement of Guiding Principles 
The elementary school staff consists of all school personnel 
engaged in providing a wholesome. and effective learning environment. 
Such an enviornment is present when the experiences, information, and 
conditions are so organized and operated as to provide ~mum oppor-
tunity for all children to attain desirable educational objectives. 
One factor in the achievement of these conditions is the provision of 
an adequate number of qualified and efficient staff memoe·rs. 
The elementary school principal, a key figure in the personnel 
organization, is responsibile for providing effective educational 
leadership, supervision, efficient school management, and adminis-
tration. In a good school these duties are fusea ana integrated in 
such a way as to compliment each other. 
Democratic school administration conceives the principal as a 
leader coordinating the activities and services of the entire staff. 
He motivates and assists the staff to provide an educational program 
which meets the needs of the children and community. Administrative 
practices are truly democratic when they provide opportunity for 
participation in the administrative process by staff members, parents, 
and pupils. 
,.._ 
!': 
INSTRUCTIONs1 
When the features in this section are being checked and evaluated> persons 
applying the ratings should ask: 1'How well do the practices in this school meet the 
needs of the pupils and community?n The two-fold nature of tls.e work--evaluation and 
stimulation to improvement--should be kept in mind. Careful, discriminating judg-
ment is essential if these purposes are to be served satisfactorily. 
The checklists consist of provisions, conditions, or characteristics found in 
good elementary schools. Although they are recommended provisions, a school lacking 
some of them may have other compensating features. Space is provided to record 
these features as additional items. or under Comments. The checklist items should be 
marked as follows: 
~!; if the provision or condition is made extensively; if the provision or condition is made to some extent; 
X if the provision or condition is very limited; . 
M if the provision or condition is missing and needed; and 
N if the provision or condition is not desirable or does not apply. 
Evaluations represent the best judgment of those making the evaluation after 
all evidence.including results of observations, consideration of ratings on check-
list items, and other data which may be available have been considered. Evaluations 
.. should always be made by the local staff members even though these evaluations may 
be checked later by a visiting committee. The evaluation ratings should be ma.de by 
means of the scale defined below. 
5--Excellent; the provisions or conditions are extensive and functioning 
· excellently. 
4--Very Good;* 
a. the provisions or conditions are extensive and.are functioning well, or 
b. the provisions or conditions are moderately extensive but are function-
ing excellently. 
3--Good; the provisions dr conditions are moderately extensive and are function-
--ing well. 
2--Fair·* _, 
a. the provisions or conditions are moderately extensive but are function-
ing poorly, or 
b. the provisions or conditions are limited.in extent but are functioning 
well. 
1--Poor; the provisions or conditions are limited in extent and are functioning 
-poorly. 
M--Missing: the provisions or conditions are missing and are needed; if present 
they would make a contribution to the needs of pupils. 
N--Does Not APPlY; the provisions or conditions are missing btit do not apply 
or are not desirable for the children of this community. (Reasons for the 
use of this symbol should be explained in each case under Comments.) 
*staff members may wish to use the symbols 114a11 or H4b,u 11 2a" or "2b 11 • 
1. Adapted from Evaluative Criteria, 1950 Edition, published by the Cooperative 
Study of Secondary-School Standards. 
.. 
I o - School Staff 
A. Numerical Adequacy 
List the number of staff members who devote full time or part 
time to the elementaty school for the current year 19_ - 19_ 
!I 
~ Total.Full~Time Number of Staff Members 
Staf.fs Equivalent of 
•. All Members 
Full-Time Part-Time 
! 
, . 
! 
l 
Administrative staff 
(including supervi:;wry) 
l 
Instructional st&ff 
(including library, 
guidance, physical 
education, remedial 
reading, industrial 
arts. etc.) 
Clerical. staff 
i 
' 
! 
Custodial and!, 
maintenance sta¢f 
.I 
. Evaluat1ons l 
{ ) a .. How numerically adequate is the administrative staff? 
( ) b. How numerically adequate is the instructional staff? . 
( ) c. How numerically adequate is the clerical and accounting staff? 
( ) d. How numerically adequate is the custodial and maintenance staff? 
Comments: 
' 
. 
i~_, . 
.. . -
;~. 
-~ 
-/-
. ,. 
.. 
B o The Principal and A.dministrati ve Staff 
lo Preparation and Qualifications 
Checklist 
The principal and administrative assistants 
(. ) 1 .. Have a broad background in general or liberal educationo 
( 
( 
( 
( 
( 
) 
) 
) 
2 .. 
3 .. 
4. 
Have had exte~sive professional preparation" 
Have had successful teaching experience .. 
Have had experience or training in the field of elementary 
education .. 
Have had successful administrative experience .. 
Are acquainted with current research in the field of 
child development .. 
( ) ?o Have studied the educational needs of the pupil popula-
tion and the community .. 
( ) 8.. Are acquainted with the curriculum and procedures of 
the school's programo 
( ) 9· 
( )10 .. 
( )11. 
Are 
the 
acquainted with the curriculum and procedures of 
secondary school program. 
Evaluations 
( ) ao How adequate is the professional preparation of the 
administrative staff? 
( ) b. How extensive is the .educational experience of the 
administrative staff? 
( ) c .. To what extent is the administrative staff continuing 
professional improvement? 
Comments: 
2. Duties and Functions 
Althou~h the following duties are usually performed by the 
elementary-school principal, the performance may be delegated 
to a vice-principal or to other administrative assistants. 
Check and evaluaie on the basis of the performance of the 
functions, regarcp.ess of the title of the person performing 
the function .. 
Checklist 
The principal 
( ) 1. Is the responsible head and professional leader of the 
schooL 
( ) 2. Budgets school time so as to adequately carry out 
supervision, administration, public relations, and 
clerical work. (Indicate the percent of time spent in 
each area.) 
Supervisionoo•••••~•~oo•••o••··~·( ) 
Administration. ~ ......... o • o •••••• (---) 
Public Relations.~ ................ ( 
Clericalo•••o•••ooooo~ooooooooo4o( _______ ,) 
( ) 3. Encourages and assists staff members in making worth-· 
while contributions to the entire educational program. 
( ) 4. Encourages group-participation in the definition of 
school problems, and in the development of plans for 
their solution. 
( ) 5. Cooperates with staff members in formulating recommen-
dations, policies, plans and specifications. 
( ) 6. Assumes the major responsibility for maintaining good 
community relations. 
( ') 7. 
( . ) 8. 
Provides orientation and assistance to new teachers 
(e.g. provides a handbook of essential information . · 
about their responsibilities and about school policies). 
Provides supervisory assistance in such areas as in-
structional procedures, curriculum-making, special 
education, and special services. 
( ) 9. Evidences kindness toward boys and girls, and finds some 
time for talking and associating with them. 
( )10~ Secures staff cooperation in the efficient use of materi-
als and supplies. 
( )11. Democratically enforces school rules and regulations. 
( )12. Evaluates teachers, pupils, and courses of study in terms 
of accepted objectives. 
( )13. Eecommends removal of teachers whose work remains unsatis-
factory, after repeated efforts have been made to assist 
the teacher to improve. 
-Evalluations 
How effectively does the principal perform his adminis-
trative duties? 
( 
( 
( 
) a. 
) b. How effectively does the principal pe~form his supervisory 
duties? 
) c. To what extent does the principal provide opportunity for 
teacher-participation in administration? 
Comments: 
Instructional Staff 
l. Experience and Length of Service 
Indicate the number and the perc.ent of the school staff in each 
of the experience categories below~ 
Total School Experi~nce Length of.Service 
Number of Years School 
of Experience '. 
in This 
Number ]?ercent Number Percent 
.• 
I 
-. 
.. 
--
' 25 or more 
' 
20 
-
24 
.. 
1.5 - 19 
10 
- 14 
' 5-9 
' 
1- 4 I 
Less than 1 
. Total 
. Evaluat~ons 
( 
( 
) ao 
), b .. 
How satisfactory is the balance between limited and extensive total 
school experience of staff members? . 
How satisfactory is the balance between limited and extensive 
experience of staff members in their length of service· in this 
school? 
Commentsg 
2. Improvement in Service 
Checklist 
( ) 1. The staff participates regularly in curriculum study aud 
development. 
( ) 2. The staff studies the educational needs of the children. 
( ) 3. Within a three-year period, the staff has conducted 
planned study of problems in such areas as the following: 
(Check) 
( 
( 
( 
( 
( 
Newer methods of teaching 
----~Community or community resources 
Guidance 
----Activity programs 
-----., Evaluation techniques 
---~~cords and reporting to parents 
Library services 
----Audio-visual aids in instruction 
Other 
------------------------------
) 4. Professional consultative assistance is available~ 
) 5. Professional educational materials are available (e.g., 
professional educational periodicals, magazines, and 
publications). 
) 6. Faculty meetings are characterized by democratic coop-
eration and positive action in the solution of school 
and community problems. 
EvaJ_uations 
( ) a. How efficiently is the staff organized for improvement 
in service? 
( ) b .. How well do staff members cooperate to effect improve-
ment through group activity1 
( ) Co How effective have group·activities been in accomplish-
ing professional improvement? 
Comments: 
.3.. Salary and Salary Schedule 
Indicate in the rollowing table the number and percent of 
the staff members in each salary classification .. 
Salary Administration Instruction Total 
.. 
Men /Women Men Women .Number Percent 
Over $7 ,9~9. 
$7500.:..7999 ~ 
$7000-7499 
$6500-6999. .·• .~ 
'$6000~6499 . . .. .. 
$5500-5999 .. 
~5000J...5499 
' $4500-4999 
. 
. $4000-4499 •· 
. $3500-3999 
. $3000-3499 
$2500-2999 
$2000-2499 
$1500-1999 
. $1000-1499 .. 
: ... $ 500- 999 
'$ 1- 499 . ' , . t·· ~ :• 
,. 
.. 
Total 
·-
Checklist 
( ) l ... ,The school has a definite salary schedule., 
( ) 2 .. · Minimum salaries provide. for adequate standards of living 
in the community., · · 
( ) 3. The amount of training and teaching experience of 
appointees are the bases upon which beginning salaries 
are determined., 
( Regular salary increments are provided.. Indicate (a) the amount of each regular increment ...... oo o o o ( ___ ) 
(b) the total number of increments paidoo<>OO<>ooo( ) 
· (c) the number of years required to reach maximumo o ( ) 
---
( ) 5 .. Maximum salaries are contingent upon continued 
professional growtho 
_: . ~,:;· .. . '~\.~~~~--;: ·,' 
~ ~ - •' 
( ) 6. Uniformity of salary schedule is based upon experience, 
training, professional activities, and upon observable 
outcomes of teachingo 
' 
; 
·} 
(Salary and Schedule - continued) 
( ) 7. The salary schedule is sufficiently flexible to recog-
nize teachers of superior ability. 
( ) 8. Representatives of the administrative and instructional 
staffs assist the school board in the construction of 
the salary schedule. 
( ) 9. A proper ratio exists between the salari~s of teachers 
and administrators. 
( )10. 
( )11. 
Evaluations 
( ) a. How adequate is the salary schedule in order to attract 
and hold good teachers? 
( ) b. How favorably does the .salary schedule compare with the 
incomes of other professional and working people in the 
community? 
( ) c. ijow equitably is the salary schedule applied? 
Comments: 
4. T-eaching Load Policy 
( ) 1 •. The average teaching load is between 25 and 35 pupils 
per class. 
( 
( 
) 2. Organization provides for the smallest classes in the 
lower grades wherever possible. 
) 3. Provision is made to assure efficient teaching loads 
in special classes (i.e. physical education, shop . 
work, sewing, cooking, music, and remedial classes). 
( ) 4. Adjustments are made in the teaching loads of super-
visory activities. 
( ) 5. Extra-class responsibilities of teachers are equitably 
assigned. 
( ) 6. Teachers of extra-large classes are given fewer extra-
class responsibilities. 
( ) 7. The capabilities of ·teachers are considered when assign-
ing teaching-load. 
( ) 8. 
( ') 9 .. 
.. 
Evaluations 
( ) ao To what extent do teaching loads permit efficient 
instruction? 
( ) b. To what' extent are teaching loads equitably distributed? 
~ Comments~ 
D., Non-Instructional Staffs 
lo Clerical and Accounting Staff 
Checklist 
Staff members 
( ) 1. Bender adequate secretarial service to the instructional 
staff. 
( ) 2. Render adequate assistance to the instructional staff 
in record-keeping and reports. 
( ) 3. Cooperate democratically with the instructional staff. 
( ) 4 .. Handle office routines in a courteous and e.fficient 
manner. 
( ) 5 .. Efficiently handle school accounts and finances. 
( ) 6. Efficiently assist the administration in the operation 
of schedules, records, and similar procedures. 
( ) 7 .. Are employed in the approximate ratio of ~ for every 
four hundred pupils enrolled. 
( ) 8. 
( ) 9., 
Evaluations 
( 
( 
How satisfactorily do all members of the clerical and 
accounting staff per.form their duties? 
How numerically adequate is the clerical and accounting 
staff? 
Comments: 
ll. 
2. Custodial andMaintenance Staff 
Checklist 
The custodial and maintenance members 
( ) 1. Maintain a physical environment in keeping with the 
educational aims of the school~ 
( ) 2. Assume responsibility for the safety and security of 
the building .. 
( ) J. Give special. attention to the health and safety con-
ditions and facilities of the school. 
( ) 4. Understand their relationship to the administration ~d 
instructional staffs, and the nature of their contribu-
tion to the educational program. 
(' ) 5. Execute requests and directions of the principal with 
dispatclf. 
( ) 6. Cooperate in supplying extra-custodial services when 
request~d by the principal. 
( ) 7. Dress i~ clean, attractive, and comfortable uniform 
dress.. · 
. 
( ) 8. Provide adequate heating 3 lighting, and ventilation, 
as far as conditions and facilities permit. 
( ) 9. Include at least one female custodian or matron in 
each school. 
( )10. Maintain regular equipment in good working order .. 
( )11. Cooperate in enlisting pupil participation in the care 
of the school plant .. 
( )12. Use custodial equipment and supplies efficiently and 
economically. 
( )13. Experiment with newer supplies, materials, and equip-
ment for. efficient school custodial work. 
( )14. Promptly carry out such minor repairs as are their 
responsibility. 
( )15. 
( )16. 
Evaluations 
( 
... ( 
) a. How numerically adequate is the custodial and mainte-
nance staff'? · 
) b. How satisfactorily do staff members perfor.m their duties? 
Comments: 
12. 
3. Health and Medical 
Checklist· 
( ) 1. The following non-instructional professional staff 
members are available or on call when school is in 
session: (check) 
School physician (indicate the number of visits 
--per week) 
School nurse-(indicate the number of visits per 
--week}" ••• 
School psychiatrist 
---Dental hygienist 
----Nutrition speci~list 
----Social worker 
A person qualified to administer first aid 
( ) 2. Physical examinations are given at least once a 
year. (Describe the extent of the regular physical 
examination under Comments) 
( ) 3. Dental examinations are given at least once a year. 
( ) 4. Audiometric examinations are given at least once a year. 
( ) 5. Vision examinations are given at least once a year. 
( ) 6. Complete hea,lth records are kept for every pupil in the 
school. 
( ) 7. Parents are notified of children's health·defects and 
of the possibility of remedy. 
( ) 8. Follow-up procedures are conducted for all children 
reported with remedial health defects. 
( ) 9. Health and medical staff members participate in such 
activities as health-counseling, teacher observation, 
screening activities, and other necessary medical and 
psychological examinations. 
( ) 10~ Health and medical staff members provide in-service 
training to help teachers in the understanding of 
children's health problems. 
( ) 11. Health and medical staff members participate in programs 
of parent and community health education. 
( ) 12. 
( ) 13. 
13. 
r 
Evaluations 
( ) How adequate . the health and medical service which is a .. J.S 
provided? 
( ) b .. How adequate are the health records? 
( ) c. To what degree do health and medical staff members assume 
their responsibilities of leadership ·in community health? 
( ) d .. How effectively coordinated are the services of the physi-
cal education, health, and medical personnel? 
Comments~· 
II.. Organization and Management 
A. Pupil Accounting 
Checklist 
The school maintains up-to-date and complete records on the following: 
( ) l. School census of youth in school district. (Preferably from 
~ year to eighteen years .. ) 
( ·.) 2 .. Pupil health and physical growth. 
( ) 
( ) 
( ) 
( ) 
3. Pupil academic achievement .. 
4. Excused absence and tardiness .. 
5. Anticipated enrollment .. 
6. Pupils who have left school, and the reasons for leaving. 
( ) 7 .. School attendance (check) .. 
Daily report 
----Weekly report 
-.---Monthly report 
Yearly report 
( ) 8 .. School enrollment .. 
( ) 9. Graduates and their destination. 
( ) 10 .. 
( ) 11 .. 
Evaluations 
( ) a. How extensive are the pupil accounting methods? 
( ) b. How ef£ective are the pupil accounting methods~ 
Comments: 
14. 
• 
B. Reports to Parents 
..:._-. ;· 
Checklist 
( 
( 
( 
) L Periodic reports of child growth are sent to parents. (The 
number of reports per year is o) 
) 2o Reports are made on all aspects of child groWth (e.g. 
physical , emotional, social, and mental growth). 
) 3. As far as possible, the reports are based on objective 
evaluation. 
( ) 4. Reporting methods are developed cooperatively by parents and 
the school staff. 
( ) 5. Reports are easily understood by parents. 
( ) 6. Report-marking techniques recognize individual differences 
in pupil abilities. 
( ) 7. Reports occasionally take the form of personal letters, 
newsletters, bulletins, or leaflets. 
( ) 8. Some teacher-parent conferences are conducted in addition to 
written reports to parents. 
( ) 9. Reports are such as to encourage cooperation between the 
school and the home. They are recognized as tools for 
improving public relations. 
( )10. 
( )11. 
Supplementary Data 
1. Attach copies of all report forms used in reporting pupil 
growth and progress to parents • 
. · ~valuati~ns.;;4:;~,~t 
,.;of'l:<f~ .. ' . r. ra::--:aow accurately do the reporting methods picture the total 
growth and progress of the child? . . 
( ) b., How acceptable are the reporting .methods to the parents? 
( ) c. To what degree are the reporting methods contributing to 
good public relations? 
Comments: 
•• !IS! • 
15 .. 
C. School Schedule 
Checklist 
( ) 1. Scheduling eliminates conflict and confusion~ 
( ) 2. Most schedules are completed before the opening of school, 
preferably in May or June. 
( ) 3. Minimum and maximum class sizes are determined by the room 
capacities and the type of instruction to be given. 
( ) 4. Shop and sewing classes are limited to twenty pupils. 
( ) 5. Schedules are su£:ficiently flexible to permit such activities 
as guidance, project work, trips, and creative activities. 
( ) 6. Activities within the classroom are scheduled by classroom 
teachers with the assistance of the supervisors. 
( ) 7. Schedules indicate the location of teachers and pupils dur-
ing extra-class or special activities. 
( ) 8. Spare hours of teachers and special assignments are sched-
uled well in .advance. 
( ) 9. Holiday programs and after-school activities are scheduled 
well in advance~ 
( )10. Lunch room scheduling is determined by the number of p~pils 
enrolled and the lunch room capacity. 
( )11. A room assignment sheet is prepared showing which classrooms, 
special rooms, and special equipment, are in use each day. 
. . . 
( )12. Excursions and out-of-school visitations are scheduled well 
in advance. 
Evalua,tions 
./ ~ ' \: , '•• . ~ '. I" )\: •,.: '"' "': •:' , r'·-·r·~' '':Ho~v efficient is the school's scheduling program? 
( ) b. How adequate are the forms used in scheduling? 
Comments: 
D. Lunchroom, Dining Room, and Kitchen. 
Checklist 
( ) L Adequate lunch service is available for all children. 
( ) 2. Adequate lunch service personnel is available for the pro-
gram. 
( ) 3 .. Government Food and Health Regulations are carefully adhered 
( 
( 
( 
to. 
) 4 .. A variety of food is attractively served at moderate costo 
(Not a profit-making program.,) 
) 5 .. Lunchroom, dining room and kitchen facilities are maintained 
in a bright, ventilated, clean, and attractive atmosphere. 
) 6. Cooking and food storage facilities are adequate for the needs. 
( ). 7. Table service for younger pupils is provided. 
( ) 8. Many self-serving facilities exist for older boys and girls. 
( ) 9. Balanced, appetizing meals are included on the menu. 
( ) 10. The school lunch program is organized to provide experiences 
for growth in knowledges of food-selection and preparation, 
nutrition, food habits, table-etiquette, and social living. 
( ) 11. Eeligious and racial customs are considered in planning meals. 
( ) l2o Dining room, kitchen food-storage rooms, service rooms, and 
dish-washing rooms, are;all arranged as a single unit. 
' ( ) 13. The discipline in the lunchroom is mainly self-discipline, 
with a minimum of teacher-control. 
( ) 14. Money and supplies are handled in an efficient,·businesslike 
manner. 
( ) 15. Lunchroom periods are coordinated with healthful noon-time 
activities. 
( ) 16. Free meals are served to needy children. 
( ) 17. 
( ) 18~ 
17~ 
Supplementary Data 
1. What is the total number of children served by the 1tmch program? •• (_} 
2. What is the number and length o.f lunch periods'? •• Number(_)Length(_) 
3. What is the cost-per-pupil for the lunch program? •••••••••••••••••• ( ____ ) 
Evaluations 
( ) a~ How adequate is the food served in the lunch program? 
( ) b. How sanitary are lunchroom practices and conditions? 
( ) c. How efficiently is the lunch program operated? 
Conrrnents: 
Ee Transportation of Pupils 
Checklist 
( ) 1.. Transportation buses are awned or leased by the school s ystemo 
( ) 2.. School bus standards confonn. with the reconrrnendations of the 
National Conference on School Transportation. 
( ) 3. The school administration is thoroughly familiar with the 
State Pupil-Transportation Laws., 
( ) 4. "Records are maintained of all pupils transported over a year 
]?Brio d. 
( ) 5. .§...map is kept showing the location of each school-child1s 
home .. 
( ) 6. Free bus transport;,ation is provided for ail children where 
school attendance otherwise would be a hardship on either the 
child or his parent. 
( ) 7o The school administration prescribes or approves the routes 
used in bus transportationo 
( ) 8. Classroom instruction gives attention to rules for safe and 
courteous bus riding • 
. ( ) 9. ;sus drivers accept the responsibility for the safety of each 
passenger. 
( ) 10. Bus drivers are courteous and cooperative with schoo-l personnel. 
( ) 11.. . Bus drivers are of high moral character, and are clean and 
( ) 13 .. 
( ) 14 .. 
neat in appearance and habits. 
. . . 
Salaries of bus drivers are commensurate with appropriate 
standards of living in the community. 
Supplementary Data 
l. The average number of pupils transported per day at school 
;:e~~:thl; .. ;;I;~~i • ~~;t • f~~. ~~ii. t~~~;~~rl~ti~~:: ~---~ 
The percent of school pupils' receiving free 
tran.sportationo. 0· ~: 0 0 -0: t1 0' 0- 0' 1) o· Q- 0 Cl 0. G: 0 (1. o-. 0 0' 0 0 0 :0 • 0 ••.•• 0 0 ... ( ) 
Bus schedules (Submit copies) 
18. 
~-:·- ~-··- --
Evaluations 
( 
( 
) ao How efficient and economical is the organization of trans= 
portation services? 
) b. How safely is the program of transportation conducted? 
Comments: 
III. Educational Leadership 
Checklist 
The principal ('assisted by such members of tP.e school staff on whom 
administrative responsibilities have been placed .. ) 
( ) 1 .. Assumes the major responsibility for effectively carrying 
out the accepted system=wide policies .·formulated by the 
school board and school superintendent .. 
( 
( 
( 
) 2 .. Assists the superintendent in the formulation of educational 
policies .. 
) 3o Investigates, and is familiar with such new qrganizational 
plans as Continuous Progress Plan, Cooperative-Group Study 
Plan, etc .. 
) 4. Identifies· major problem areas in the school and enlists the 
support and participation of the teaching staff, parents, 
and pupils in a cooperative attack on these problems .. 
( ) 5 .. Has a plan for utilizing the abilities of all s:taff members 
in improving the educational services to the community .. 
( ) 6 .. Encourages and facilitates in-service growth of teachers. 
( ) 7 .. Encourages limited pupil-participation in formulating school 
policy. 
( ) 8 .. Maintains a library of professional educational materials .. 
( ) 9. Participates in community activities. 
( ) 10 .. Interprets the work of the school to the community, and in-
forms them of changes takin~ place in school practice. 
( 
( 
) 11 .. Provides democratic and competent direction ;in assisting the 
people of the comm~ty.to deci4e the kind of school they 
want and the method of operating it. 
) 12 .. Has, within a five year period, directed a survey evaluation 
of all phases of school life .. 
( ) 13. Is familiar with the population, customs, and resources of 
the community .. 
( ) 14 .. Utilizes community resources. 
( ) 15. Actively encourages and sponsors P.T.A. 1s, Mother's Clubs, 
etc. 
( 
( 
( 
( 
) 16. Cooperates with other agencies on community recreation, health, 
safety, charity, delinquency-prevention, etc. 
) 17. Encourages the use of school services and facilities by the 
people of the community. 
) 18 .. 
) 19 .. 
Evaluations 
( 
( 
( 
( 
) a. To what degree does the principal show leadership in the 
field of administration? 
) bo To what degree are the principal and supervisors showing 
leadership in the field of supervision? 
) c. To what degree are the principal and his administrative 
assistants showing leadership in the school-community 
relations? 
) d. To what extent is the principal building high professional 
morale among staff members? 
Comments: 
IV. Community Relations 
Checklist 
( ) 1. The school furnishes the community with information concern-
ing the following: (check) 
The objectives and purposes on which the curriculum 
-is built. 
The community services rendered by the school. .. 
----The rules and regulations governing attendance, report-
----ing, and promoting. 
Pupil services; such as, library, lunch program, and 
-guidance. 
Safety and sanitation of the school plant and facilities. 
----School 1s effort t~ assist and cooperate with community 
----agencies. · 
__ Pupils 1 activ:i,.ties; such as, student government, sports, 
clubs,_musical groups, and dramatics. · 
____ Outstanding successes of pupils or teachers. 
( ) 2. The public relations program is carefully, yet democratically, 
planned through cooperative action of the teaching staff and 
community groups. · 
( . ) 3. The school is used as a center for promoting community growth. 
2'0. 
.., 
·~· 
• ~ 
( ) 4o The school is used to supply such community services as the 
following: (check) 
( ) 5 .. 
( ) 6 .. 
( ) 7o 
( ) a .. 
( ) 9o 
( ) 10 .. 
( ) 11. 
Adult recreational activitiesD 
-Adult reading and study .. 
-Community library.. · 
Adult forums and discussion clubs .. 
The school provides educational programs for service clubs, 
women's clubs, and such civic organizations .. 
The school is used to house such youth-building activities 
as scouts, 4-H clubs, etc .. 
The school sponsors parent-teacher associations .. 
School staff members guide and instruct the public in the 
proper use and care of school facilities .. 
The school staff members are active in community organizations .. 
School staff members systematically evaluate the school's 
public relations program .. 
The school staff takes occasional polls of the opinions of 
pupils, teachers, and parents with respect to items that 
reflect school public relations .. 
( ) 12. The school maintains harmonious relations with such agencies 
as the press, radio, and television agencies,; 
( ) 13 .. The school uses assembly programs, school publications,. clubs, 
and entertaimnent to promote better understanding between 
( ) 14 .. 
( ) l5o 
the school and the community .. 
Evaluations 
( ) a.o Howwell does the schoolvs information-giving program accomplish 
parent-teacher unity in meeting the educational needs of pupils? 
( ) b .. How adequate are the community services provided by the school? . 
( ) Co How effective are the schoolVs procedures in building up good 
community relations? 
( ) d., How continuous is the school's information~iving program? 
Comments:· 
21 .. 
v. Special Characteristics of School 
. Sta..K-': and Administration 
1. What are the best features or characteristics of the school staff 
2. 
3. 
and administration? 
(a) 
(b) 
(c) 
(d)· 
(e) 
(f) 
.. ' 
.... 
. • ,;J ... :~:~: 
..... ol;J ... "" 
.. 
In what respects can the 
be improved or made more 
organizations and management of the school 
(a) 
(b) 
'(c) 
effective'? .· .. ·~;;'' 
In what respects can the schoolts 
improved or made more effective? 
(a) 
;~·~ :: .• '. ::1 :~;q 
educational leadership be '~:1{' 
(b) 
'.\ . > 
(c) ..... 
_f!p'.\; 
~.!. • : .. ::·. _;} . ~~ 
., . 
4. In what respects can the school staff and adminis~~iori. .develop 
more effective relations with the local community?·.·. 
(a) 
(b) 
(c) 
· 5. What improvements 
for the future? 
(a) 
(b) 
(c) 
""~·· . 
;1 ... : 
' .. . 
' .. ; 
. 
.. . ., ~~~;~:;\.1·. 
are now going on or are being definitely planned 
• -... 
